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ABSTRACT
Information was collected from principals, secretaries
and teachers regarding their perceptions of the elementary
schoo l secretary's role.

Participants · were from three

central Florida counties.

The instrument for data

collection was a survey form consisting of secretarial
duties/responsibilities/attributes gleaned from a variety
of sources.

Participants' perceptions were tallied by

means of a modified Li kert Scale.

Tallied responses were

analyzed statistically in comparison to six null hypotheses
which were proposed.
Three statistical procedures were employed in the data
analysis.
variance,

These procedures consisted of:

(1) analysis of

(2) chi-square goodness of fit, and (3) Pearson

Product Moment correlation.

The .05 level of significance

was used for determination of significant differences.
Significant differences were obtained indicating a need for
meaningful job descriptors and better understanding of the
role of the secretary.
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CHAPTER I
INTRODUCTION
There is little formal research concerning duties of
the school secretary.

This is especially true in regards

to perceptions of the role of secretaries held by
principals and teachers.

Existing research consists mainly

of studies conducted within the world of business (Bowen &
Lahiff, 1986; Castele, 1986; Douglass

&

Douglass, 1981;

Har t , 1985; Johnson, 1984; Watkins, 1984).

Ford (1970) and

Mann (1980), however, did research in the area of
secretarial and administrative perspectives within the
school.
The potential for research in the area of secretarial
responsibilities seems to be great.

The role of this

individual is beginning to change as a result of improved
technology (Dodd, 1982; Fryar, 1983).

Not only are

secretaries accorded more responsibility, they are expected
to perform at higher levels using modern tec hnology.
Skil l requirements associated with the role may enhance
t h e position, contribute to job satisfaction and increased
productivity (Fusselman, 1986).

The secretary is expected

to perform well in all activities regardless of experience
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and expertise.

Achievements are generally recognized "en

masse" rather than for individual accomplishments
(Horowitz, 1984).

This lack of recognition, coupled with

other discriminatory measures , may have contributed to a
reduction in the number of qua ified secretaries to meet
demands ("Lagging Salaries Cause Shortages," 1985).
Another factor causing dissatisfaction among
secretaries is lack of defined responsibilities.

This is

especially true within school systems, which officially
encourage creativity and resourcefulness within broad
parameters.

A uniform statewide job description could

allow more freedom of movement, reduce burnout and enhance
compatibility among secretaries.
Changing technology dictates an ongoing review of
responsibilities, salaries, working conditions and other
factors in order to assure fair play within written
guidelines.
This study addressed responsibilities/qualities for
successful entry into a secretarial · position.

These

characteristics can be transformed into meaningful job
descriptors; uniformity would allow job applicants a larger
market for their talents.

This could translate into a more

competitive secretarial workforce with increased skill
levels.
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It would seem appropriate that research be done to
investigate the secretary's role as perceived by others
(principals and teachers) of different viewpoints.
Attitudes and perceptions of principals, secretaries and
teachers might provide a better understanding of and/or
appreciation for the role of the secretary.

An outcome of

such an investigation could be an identification of
differences between what is assumed and the actual tasks of
the school secretary.

If differences do exist, then there

is a need to clarify the role and bring job descriptions
more into line with actual duties.

It is surmised that a

study of comparisons from different perspectives might aid
in realizing that goal.
Hypotheses
1.

There are no significant differences between the
way principals and teachers view secretarial
duties.

2.

There are no significant differences between the
way principals and secretaries view secretarial
duties.

3.

There are no significant differences between the
way teachers and secretaries view secretarial
duties.
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4.

There are no significant differences between the
way principals, secretaries and teachers in three
diffe r ent school districts view secretarial duties.

5.

The sex of principals, teachers and secretaries
creates no significant differences between the way
each gender views secretarial duties.

6.

The race of principals, teachers and secretaries
creates no significant differences between the way
each individual views secretarial duties.
Background and Significance of the Study

There is a need to utilize each support member in a
group appropriately for optimum results, including the
secretary (Douglass

&

Douglass, 1981).

The role of the

secretar y has been gradually changing due to technological
advances which influence office automation {Allen, 1984).
Tasks now are less structured/routine and require more
knowledge to insure completion.

This role change allows

more time for challenging tasks that previously might have
been accomplished by an administrator.
change comes the unknown.

However, with

Role ambiguity (lack of

information regarding expectations associated with the
role) is an unknown that can adversely affect the
secretary.

In order to function properly and in an
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efficient manner,

job responsibilities must be clearly

defined and the secretary duly informed.
Ambiguity due to lack of written or implied job
descriptors can lead to dissatisfaction and failure.

Role

ambiguity may be less important for lower organizational
job levels than higher supervisory/managerial ones (Hamner
&

Tossi, 1974, cited in Kuiper

&

Van Huss, 1981).

Becker

(cited in Kuiper & Van Huss, 1981}, found job
dissatisfaction more strongly related to role ambiguity in
cohesive groups than in non-cohesive groups.

(The

secretary is considered to be in a less cohesive group.)
The fact still remains that skill deyelopment needs to be
augmented with experiences that help people learn tolerance
and how to cope with ambiguity (Kuiper & Van Huss, 1981).
Kuiper and Van Huss (1981) stress in basket experiences
that teach how to establish priorities, manage time and
perform without immediate feedback.

Oldham and Rotchford

(1983) found that offices which facilitate interpersonal
contact may positively affect employee perceptions of job
autonomy, task identity and task significance .

Hackman and

Oldham (1975, cited in Oldham & Rotchford, 1983) found
significant, positive associations between employees' work
and interpersonal satisfaction, and the amount of autonomy,
identity and significance they associated with their jobs.
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The role of the secretary c a n be better c l arified if
there is an establishe d system within each school.
Indi v iduals within the system need to know what
expectation s are involved with the role, and whom to
consult on issues which are not normally considered to be
secretarial matters.

The size of the office, extent of

automation, and type of business make a difference i n the
functions and duties performed by a secretary (Wagoner,
1968).

If the secretary is not supposed to deal with

interpre t a t ion of administrative desires, then employees
need to know where to turn for answers.

The secretary

should be aware of her boundaries and concern herself with
pertinent matters germane to the job.

Too often, trivial

matters find their way to the secretary, using up valuable
time, and producing feelings of frustration.

To enhance

effectiveness, structure and time for task completion are
needed.
Success may be accomplished through a f o rmulated
adherence to accurate job descrip t ors and avoidance of
insignificant interruptions when possible.

A uniform

description of job responsibilities should be available at each school.

Statewide networking of such a system might

provide consistency which would be more appealing to
secretaries from technical and job stab i lity aspects.
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Secretaries desiring transfers due to family relocations or
site dissatisfac t ion might not feel apprehensive about
making a switch.
Another justification of accurate job descriptors is
formulation of a pay scale more equal to the duties a
secretary performs.

Many times, the secretary is assigned

work not in the job description, but seldom compensated
(Fusselman, 1986).

Individuals with increased skill levels

and wo rkloads deserve monetary recognition commensurate
with their performance.

Serrin (1984) alluded to attempts

to get women to s u pport equal pay, subjective factors in
wages like the innate ability to master new tasks, a
codified promotion system which would define grade levels
and mastery of skills required for advancement, and
protection where health and safety factors are concerned.
Silverstone and Towler (1983) alluded to the need for
personnel managers to conduct job analyses, work on
recruitment and allow secretaries opportunities for career
development.

CHAPTER II
REVIEW OF LITERATURE
A review of literature revealed a marked dearth of
information concerning the school secretary and her role.
Research for this review was gleaned from magazines,
pamphlets, dissertations, books and newspapers.

This

researcher found a total of 45 pieces of material which
might be useful in preparing this d i ssertation .

From the

above sources, 34 sources produced relevant information to
be used, including 28 magazine articles, four newspaper
articles and two dissertations.

No books were available.

Many articles and information pamphlets addressed the
secretarial role from a standpoint of the business world,
rather than from the field of education.

Generalizations

were made with respect to performance of duties which are
generic to all secretaries.
Background and Significance of the Study
The title "secretary" may bring to mind an individual
who is capable of performing a multitude of tasks.

One who

is supposed to be a tireless organizer manipulated only by
time.

One generally views this person as a middle-aged
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woman who has time to raise a family,

juggle household

affairs, .and perform remarkably well for a variety of
bosses.

A secretarial survey conducted in 1983 by

Professional Secretaries International (PSI) reported that
40% of secretaries were between 30-39 years of age with 11
or more years of employment ("Personal Touch," 1981).

This

same study reported that most secretaries were married,
only a few had college backgrounds, and, in general, each
secretary worked for one or two bosses within the office.
Ford {1971) also conducted a secretarial survey and
reported the age range to be between 40-49.

In addition,

he stated that secretaries reported they worked to help
support a family, often having to arrange working hours
around schedules of school-age children, and worked for an
average of 37.9 hours per week for a 10.6 month work year.
During working hours, a secretary is responsible for
many different activities.

Johnson (1984) reported that

communications/correspondence and management/supervision
were most important.

Several studies have reported similar

findings, but specified typing, corresponding, filing, and
answering the telephone as secretaries' most important
tasks {Bowen

&

Lahiff, 1986; Castele, 1986; Watkins, 1984).

The Professional Secretaries International (PSI)
organization prepared a prototype listing major areas of
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professional secretaries' responsibilities.

These

responsibilities were:
1.

Relieving the executive of various administrative
details

2.

Scheduling appointments and maintaining a calendar

3.

Taking action authorized during executive absence,

using judgment and initiative
4.

Taking and transcribing shorthand

5.

Sorting, reading and annotating incoming mail and
documents

6.

Researching and abstracting information and
supporting data in preparati~n for meetings, work
projects and reports

7.

Maintaining files, records and office flow
procedures

8.

Making arrangements for and coordinating
conferences and meetings

9.
10.

May supervise and hire employees
Maintaining an up-to-date procedures manual for
specific duties handled on the job

11.

Performing other duties as assigned or as judgment
dictates necessary (Douglass

&

Douglass, 1981).

Skills mentioned as necessary to perform the tasks
required of a secretary varied widely.

Those most often
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mentioned included transcription, priority setting ability,
scheduling, communications, telephone etiquette, and word
processing {Hart, 1985; "Secretary or Stenographer," 1981).
Executives often add to or delete from secretarial
duties as circumstances dictate.

When more than one person

is involved in office procedures, then tasks are often
assigned according to experience.

For example, the least

experienced person performs those tasks requiring minimum
skills (Kiechel, 1981).

However, some employers do not

recognize experience as an important factor.

"Stepping Out

From Behind the Phone and Word Processor" (Wall Street
Journal, 1980) stated that experienc~ seems to matter only
in areas outside the normal realm of the secretary.
Secretaries are expected to handle small matters, take on
extra loads, know all that is going on, and make executive
decisions.

Even beginning secretaries are expected to

perform tasks which seem to require experience and
expertise, such as serving as a sounding board, being an
assistant and acting as a facilitator/coordinator (Hart,
1985).
Success of secretaries is normally equated with that of
their bosses (Horowitz, 1985).

A survey of 906 secretaries

taken by PSI in 1983 revealed several important issues
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related to work experience.

The study {cited in Brennan ,

1984) noted that secretaries earn in general less not
because of less experience, missing more work due to family
obligations or lower educational standards, but due to sex
discrimination, which was also noted as a major factor
relating to low salaries.

Data from the 1983 PSI survey

ind i cated there was almost no difference in the average
salary of a secretary with little work experience (up to
five years) and those with extensive (20 years) work
experience {Brennan, 1984).

Supporting evidence was

documented by a survey completed by the Minolta Corporation
in cooperation with PSI, reporting tnat 40% of secretaries

surveyed felt they were overqualified and 50% felt they
were limited as to what they could achieve.

Sixty-six

percent of secretaries cited problems in salary attainment,
career advancement and related areas ("What Secretaries
Want," 1983).

Kiechel (1981), after studying the mobility

of secretaries, identified three distinct categories of
secretaries:
1.

Professional secretaries who perceive their duties
independent of any particular employer.

2.

Progressive secretaries who have not moved up, but
who hope to progress into a better paying job.

3.

Rising clerical secretaries who need to make money
while looking toward the professionals and
progressives to chart their ambitions.
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Within these three categories, chances for advancement may
be limited.

Brennan (1984) reported approximately one-

third of 906 secretaries s urveyed by PSI in 1983 felt they
had l ittle chance for advancement.

Hart (1985) obtained

information through the same survey (Brennan, 1984) and
stated that only 17% of executives and 18% of secretaries
surveyed felt clerical workers within their companies had a
chance for advan cement.

It seemed t h at the lower paying

j o bs produced a less optimistic view of career prospects
(Bren nan, 1984).

Brennan (1984) reported that clerical

jobs ho l d the most promise for advancement.

Among the

secretaries he reported on, 40% who took a job in 1980 had
transferred from another position, many of which were
clerical in nature.

Once individuals establish themselves

as employees who support the company, advancement is often
feasible and career opportunities may open up (Fryar,
1983).

Companies such as R. J. Reynolds (Bass, 1986) have

reported that over the past 10 years, there has been a
significant increase in the number of secretaries who
advanced into higher positions.

More secretaries than ever

before are becoming involved with their companies; this is

perhaps due to the fact that now they have access to large
amounts of company data.

Although the traditional role of

the secretary is still important, recent changes have
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dictated some upgrading of the position (Bowen & Lahiff,
1986) .

Horowitz (1984) reported that due to added
responsibility, the secretary often functions as part of
the management team.

Through such management associations,

secretaries have gained a sense of identity, a sense of
belonging.

Secretarial positions often appear in a direct

line with the organizational staff within the flow chart.
This type of inclusion may set a precedent and serve as an
incentive to persons who are seeking a recognizable
position in an organizational scheme (''Undercompensation Is
Secretary's Biggest Gripe," 1981).
According to the Bureau of Labor Statistics, the
position of the secretary will be one of the career fields
with the most openings in the 1980s (Hart, 1985).

Hart

{1985) cited a 1984 PSI survey which reported that the help
wanted ads for secretarial positions have increased 59%
since 1983.

The demand for secretaries will increase

through 1992 ("Lagging Salaries Cause Shortages," 1985).
Growth in employment in clerical jobs is expected to rise
from 17% to 27%, reaching 22.4 million if present trends
continue (Herbert, 1983).

Kelly Services (Hart, 1985}

projected that by the year 2000, 90% of the nation's entire
work force will be employed in automated offices compared
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to 53% today.

Some companies are lowering standards and

requirements to help t i l l the 80,000 secretarial jobs which
go unfilled every year ( Lagging Salaries Cause Shortages,
11

1985) .

11

In spite of the increased demands for secretaries

and their sk i lls, many secretaries are moving into other
professions.

Inadequate compensation is frequently cited

as a major concern.

The gap between beginning and

experienced secretaries' salaries may be too narrow (Hart ,
1985; "Undercompensation Is Secretary's Biggest Gripe,
1981).

11

Hart (1985) reported several other reasons

concerning diffi c ulties in retaining secretaries:

no

career advancement, low status in th~ organization, low
level of responsibility, little professional contact with
executive management, discrimination, and lack of a variety
of events.
Another concern to which managers are currently
attending involved listening to employees more and seeking
feedback concerning job satisfaction ("To See Ourselves as
Others See Us," 1983).

Employers need to specify job

functions and make sure work follows those specifications
(Redeffer, 1980).

Support for employees needs to be

handled thr ough peers, management and if necessary a
grievance system.

Most secretaries want to negotiate

through constructive cooperation, not through unions
("Undercompensation Is Secretary's Biggest Gripe," 1981).
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It has been suggested by PSI that fringe benefits and
perks should be given to secretaries instead of the usual
flowers and candy.

Although this reward system of perks

and fringes is not a "cure all," it does more than say
"thank you.

11

Fus s elman {1986) found some secretaries are

rewarded by other means.

His findings indicated various

secretaries feeling their knowledge of computer skills made
up in part for the lack of compensation.

Computer

technology and related techniques have helped to improve
secretaries' self-esteem, enhance job stability, increase
productivity and provide more visibility within the
organization (Fusselman, 1986).
Jones (1981) suggested that employers should say
"thanks," remember National Secretaries' Week, give several
long lunch breaks during the month, and encourage early
dismissal on especially taxing days.

Such techniques

indicate to an individual that she is a needed resource in
the organization.

Dodd (1982) suggested several other

types of recognition:

restructuring duties, outlining

salary differentials, providing inservice funds, giving a
fair chance for advancement and communicating effectively.
These alternatives to bonuses may help encourage
organizational loyalty as well as retention ot personnel.
Without such incentives, individuals may feel unfairly
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treated and problems may arise (i.e., accusations
concerning discrimination).
Brennan (1984) reported on one type of discrimination
prevalent in the secretarial area.

He reported on a rapid

salary decline after 35 years on the job.
attributed to several factors:

This could be

diminished job

responsibility , lower sKill levels due to technology, the
cumulative effect of past nistory on sex discrimination,
and age discrimination ( age has a negative impact on pay
when all factors are taken into account).

Other forms of

discrimination were reported in "The Impact of Office
Automation on Women Workers" (1986); these included
inadequate training, undercompensation for new skills,
electronic monitoring, tendency to track minority women
into word processing pools, health hazards, lack of privacy
in "open systems" offices, and a transfer of clerical jobs
outside U.S. boundaries to cheaper labor forces.

It has

been suggested that more high school girls should be
recruited into secretarial positions since they often are
not as concerned with equal rights as are older women, and
they may be more job oriented (Dodd, 1982).
Women's Rights, Equal Opportunity, and Affirmative
Action have made many women more aware of those changing
roles (Hart, 1985) which require secretaries to have more
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knowledge and skills.

Secretaries in many settings can

increase their knowledge and skills by staying in contact
with new sources, especially in the university setting
(Redeffer, 1980).

Other means of increasing knowl e dge and

skills include updating skills through inservice training,
attending orientation sessions, reading articles, and
taking the risk of working independently in learning about

their organizations (Bowen

&

Lahiff, 1986).

Training schools can aid secretaries in the process of
knowledge and skill acquisition through keeping current
regarding technology and continuous updating.

This may

help training schools in attracting new clientele, which
may promote increased funding for better services.

These

schools must provide such services in order to compete with
public schools which o ften operate within strict budgetary
constraints ("Lagging Salaries Cause Shortages," 1985).
In many instances, determination of salary for
secretaries has no common basis for decision making.
Salaries may not be based on experience and ability, which
Horowitz (1984) speculates may stem from traditional
stereotypes of the secretary and the catch-all nature of
the job.

Brennan (1984) reported that salary factors were

based upon the following items in order of importance:
seniority,

(2) employer's pay policy,

(3) scope of the

(1)
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business,

(4) title of the secretary's boss, and (5) number

of employees at the work location.
Based upon the salary factors surveyed by PSI, as
reported by Brennan (1984}, a wide discrepancy was found to
exist among secretarial earnings which ranged from a low of
$14,000 to a high of $40,000 in 1984 (Brennan, 1984).

In·

contrast, the Bureau of Labor Statistics in 1984 showed
$15,000 as a salary for lowest level secretaries and
$25,000 for the highest level executive secretary ("Lagging
Salaries Cause Shortages,'' 1985}.

The same study reported

that while salaries for secretaries had increased 100%
between 1974 and 1984, those for attorneys and personnel
directors increased 130-.

In 1984, the salary increases

for secretaries increased from 3% to 10% (Hart, 1985).
Kiechel (1981) predicted companies would begin to
recognize potential among secretaries.

A prime indicator

of this would be the number of former secretaries who were
promoted to administrative or managerial positions within
the company.

This would reward the capability of those

employees, and create an awareness that companies should be
cognizant of secretarial talents.

Dodd (1982) reported

that changes in secretarial duties have increased the
possibility that one secretary may serve a number of bosses
from one central location.

Changes from clerical type
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responsibilities to information processing may make it
necessary for secretaries to obtain a degree in such fields
as secretarial administration and advanced technology
(Dodd, 1982).
Changing technology will create new jobs.

According to

Hart (1985), many of these jobs will result from a
consolidation of previous responsibilities or assignments.
Consolidation, as a result of advanced technology, may
allow more time for secretaries to help managers if they
are provided with increased training to handle the added
responsibility.
Opportunities may open up for people who know how to
work with and generate data as offices are being
transformed into information processing centers (Staples,
1984).

Bowen and Lahiff (1986) reported that 39% of bosses

and 24% of secretaries polled predicted great changes in
the next five years in the ways information is compiled and
filed.

These changes will result from the use of desktop

computers and processors which give secretaries access to
large quantities of information.

The prime rationale

behind automation is better use of the employee's time
(Fryar, 1983).

Possible benefits include the ability to

expand duties, diversify, increase creativity, and
encourage initiative (Fusselman, 1986).

Secretaries, in
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general, do not feel threatened by

new technology; they

see it opening up new careers and providing challenging
work ("Personal Touch," 1981).

Some secretaries reported

that technology increases their problem solving and
analytical abilities.

Other secretaries, responding to a

1986 poll in the Secretary, reported that technology has
caused an increase in their workloads for which they are
not being compensated {Fusselman, 1986).
Bosses should be sympathetic toward the role of the
secretary and understand the stress of the role (Dodd,
1982).

Secretaries frequently have much knowledge about

the day-to-day operations of a company, but no authority to
implement decisions.

This disparity between amounts of

responsibility and autonomy on the job contributes to
stress (Dodd, 1982).
Very little has been written concerning the role of the
secretary as viewed from the perspective of the school
principal.

Ford (1970) and Mann (1980) did research in

that area.

Ford's study dealt with differences between the

secretary's actual role and ideal role as viewed by
secretaries and principals.

This study also investigated

whether secretaries and principals were in agreement on
selected aspects of the secretary's position.
of Ford's study were:

The findings
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1.

A difference existed in the actual tasks performed

by the secretary as specified by principals and as
specified by secretaries.
2.

Expectations of principals and secretaries for the
secretary's ideal tasks differed according to size
and level of the student population.

3.

There was no overall difference between principals'
and secretaries' expectations for ideal tasks, but
there was a difference in expectations for selected
groups of ideal tasks.

4.

A difference existed between principals' and
secretaries' expectations for ideal mechanical
skills of secretaries.

5.

A difference existed between principals' and
secretaries' expectations for some of the ideal
attributes of the secretary.

Mann suggested the following effective utilization methods
for a more successful secretary:
1.

Do not have the secretary wait until afternoon for
answers to questions.

The closed door policy might

be in effect; however, she needs access.
2.

Let the secretary assume responsibility for
accuracy of all correspondence from the office.

3.

Let the secretary screen all phone calls for the
principal.
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The secre t ary should be informed of how to handle telephone
calls, mail, appointments, visitors, filing, office
organization, human relations, confidentiality, and
objectives of the school (Mann, 1980).

Mann relates the

most important factors in the secretarial/principal
relationship are communication, confidence and
consideration.

No research has been reported concerning

how teachers perceive a school secretary's role.
Summary
In summary, it must be stated that there was very
little material concerning duties of secretaries, and
almost no data base concerning the role of the school
secretary.

The little information available dealt mainly

wi th secretaries in the private sector, and only with very
general or economically related factors .

CHAPTER III
METHODS AND PROCEDURES
Instrument Development
The instrument utilized in this study was developed
through a process of researching articles, booklets and
dissertat i ons which contained information on various
secretarial duties, responsibilities and qualities.
Combin i ng, el i i nating and using non-repetitive terminology
enabled the researcher to compile a master list of
responsibilities and qualities which encompassed a
secretary's job descript i on.

The initial instrument used

is contained in Appendix A.
The instrument consisted of 118 responsibilitiesqual i ties to be ranked "1" to "5" on a Likert Scale.
five-item scale included the following rankings:

The

5--

Always, 4- -Usually, 3--Sometimes, 2--Rarely, 1--Never.
This inventory was initially distributed to two graduate
statistic classes and one group of randomly selected
elementary school secretaries and principals.
asked to complete and critique the instrument.

All were
Responses

indicated the instrument was too lengthy and that ranking
so many items made the task unrealistic and cumbersome.
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Other responses indicated excessive length and overlapping
responsibilities.

The instrument was revised accordingly.

The revised inventory divided items into 11 distinct
categories (see Append i x B).

Respondents were asked to

rank order the three most important items from each
category (with
lowest).

11

3 11 being the highest and

11

1 11 being the

Categories were determined by analyzing the skill

and/or task, then assigning the skill or task to an
ordered, work-related responsibility or personal trait.
Thus, each of the 118 items were placed within one of the
11 categories.

The rankings within categories were

completed by the same groups of secretaries and principals
who participated in the pilot test.

An additional group of

elementary school secretaries and principals were selected
to complete the inventory.

Ni n ety-five percent of the

participants returned the inventory.

Rankings received

from this pilot test resulted in an editorial action which
reduced the number of items within each category to three,
four or five.

Comments concerning this shortened version

were positive, which reinforced revisions that had been
made based on responses obtained from the original field
test.
Responses from the second field test were tabulated.
Several items within each category received the same number
of tallies from respondents.

For example, under "Personal
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Attributes" (Appendix B), well groomed and good
communicator received an equal number of responses as to
importance.

As a result, both were included under

"Personal Attributes" providing five instead of four
duties/attributes within the category.

A modified Likert

Scale was incorporated to produce a more practical means of
scoring.

Participants could rank from "1

11

to "5" without

being precise.
As with the previous two inventories, the revised
instrument was again field tested.

Participating groups

were secretaries and principals randomly chosen from a
master list using every seventh school - excluding
respondents from the two previously-mentioned groups.
Comments again were solicited regarding those items which
might be considered vague or repetitious.

Relatively few

negative responses were received, and none were judged
serious enough to necessitate further revisions.

A final

draft was prepared (see Appendix B).
Collection of Data
Schools in which study participants were employed
represented three central Florida school districts.
Permission was obtained from each district before the
process began.

Letters and/or permission forms are

included in Appendices C, D and E.

Once county level
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permission had been granted, each school principal who
agreed was asked to participate.

Forms included in

Appendices F and G were used for that purpose.

Next,

survey instruments were sent to those schools which had
indicated a desire to be involved.

Table 48 shows the

number of persons involved (four per school).
Once the survey instruments were transmitted, each
principal was asked to dis t ribute them to the following
individuals:

principal, secretary, one intermediate

teacher and one primary teacher.

Teachers selected were to

be fifth alphabetically within their grade level.
Participants were asked to complete forms and forward to
the principal for return to the researcher.
Pick-up and transmittal in two of the three counties
was accomplished through acquaintances who work in those
districts.

The researcher handled the pick-up and

transmittal in the third county via courier service.

After

allowing two weeks to return forms, the researcher arranged
a suitable time to collect the fo r ms.

This system was used

after both the first and second mailings to minimize time
and distance constraints.
County

11

0

11

Responses varied by county.

had a 76.69% return; county

and county "L" had an 80% return.

11

S

11

had a 73% return

Schools which chose not

to participate were not included in total percentages.
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Participants who did not return the surveys, or failed to
respond after the initial contact, were counted in the
totals.

See Table 48 for total percentages of responses.

Once responses were collected, a count was made to
determine which schools had not completed their surveys.
If schools indicating a desire to participate had not
responded, they were contacted and sent another form (see
Appendix H).

The form indicated which individuals still

needed to respond.

Those not responding after the second

mailing were contacted by telephone.

Five of those who

said they would participate failed to respond.
Method of Analyzing Hypotheses
Data from survey instruments were collected and entered
into the SPSS mainframe computer for analysis.

Each job

responsibility, along with its category, was entered.

Raw

data were transformed into specific scores so the program
could be efficiently scored and analyzed.
An analysis of variance was performed on each of the 11
categories to determine if there was a significant
difference between principals', secretaries' and teachers'
perceptions of the secretary's role.

This analysis allowed

comparison of more than two groups at one time.

The Tukey

post hoc test was used to determine which variables
exhibited significant differences.

For the purposes of
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this study, the .05 level of significance was used.

This

level, along with the .01 level, is traditionally used by
statisticians when deciding whether or not to reject
hypotheses based on samp l ing error.

The .05 level means

that the probability of falsely reject~ng the null
hypothesis would be five in 100 chances.
The cross tabulation (chi-square) procedure was used in
analyzing vari ous duties by race, county and sex.

Chi-

square is a non-parametric technique that can be used to
determi n e whether there is a significant difference between
theoretical frequencies and observed frequencies in two or
more categories without any assumption of a normal
distribution or accurate population sample.
depends upon degrees of freedom.

Chi-square

A significant chi-square

either means a significant differenc e exists between
variables, or a significant relationsh i p does not exist
between those variables.

The chi-square level of

significance chosen was .05.
In order to determine if there were correlations
between categories, the Pearson Product Moment correlation
was used.

Three levels of correlation were established:

high--.75 up; medium- -.74 to .60; and low--.59 down.

The

Pearson "r" is derived from z scores of the two
distributions to be correlated.
or ratio data.

It may be used on interval
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This method compares each variab l e wi th itself and others
to determine the level of var i a t ion.
Principals, secretaries a n d teachers were asked to
indica t e the importance of secretarial duties on a Likert
Scale from "1" to "5."

These scores were analyzed by means

of the aforementioned processes to determine i f there were
significant correlations (.05) in regard to the null
hypothesis which had been set forth.
as s igned to each scale.

A numerical value was

The values were "1--strongly

disagree," "2--disagree," "3--neutral," "4--agree," and "5-strongly disagree."
Personal Profile
Principals, teachers and secretaries were provided with
a demograph i c cover sheet (see Appendix B) which prefaced
the survey instrument.

Information gathered provided data

for determining the correlations.

The following items were

included in the information section:

county, position,

number of years in the position, age, sex and race.
decided to limit analysis to three variables:

It was

county, sex

and race.
Basic Assumptions
1.

It is assumed that school secretaries perform
basically the same functions, and the role does not
vary significantly from school to school.
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2.

Teachers , as a group, perceive secretarial duties
similar ly.
Secretaries envision their jobs similarly from
district to district.

4.

El ementary school secretar i es in central Florida
are representative of the general school secretary
population in the United States.

5.

The role of the secretary will be filled mainly by
females.

6.

Most secretaries are capable of handling tasks
assigned to them.

7.

The role filled by the secretary does not vary in
expected and actual tasks performed.

8.

Most secretaries desire upward career mobility
(Hart, 1985).

9.

Secretaries welcome technological advances as a
means to achieve career mobility ("How Secretaries
Relate," 1983).

10.

Secretaries believe salary is an important factor.

11.

Secretaries are concerned with job satisfaction as
well as pay.
Limitations of the Study

This study was limited by the geographical boundaries
of elementary schools within three central Florida
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counties, from which the sample was selected.

All research

done within these elementary school settings disregarded
school size and student population.
Each school received a form to be completed by the
principal and head secretary, even though some schools had
an assistant principal and several secretaries.

Knowledge

concerning the secretary's role was limited by the amount
of contact an individual had with the secretary, and
whether the contact was positive or negative.
As in most studies, one major limitation was the number
of employees who chose to respond.

Principals were limited

in their choice to one primary and one intermediate

teacher.

Another limiting factor was a limited time frame.
Definition of Terms

School Secretary--The individual responsible for the
day-to-day operations of the school office.

Duties of this

individual can range from general assistance to highly
technical matters.
PSI--Professional Secretaries International, Kansas
City, Missouri.

The membership consists of professional

secretaries.
Clerical--A term describing basic office tasks such as
filing, typing and correspondence.

The term may also be

applied to an individual who performs these tasks; usually
under the direction of a secretary or other supervisor.
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Management Team--Individuals comprising different
administrative levels within an organization whose duties
often inc ude s upervision of personnel, regulation of
produc ivi y and impr o ve ent of business operations.

Ke 1ly Services--A nationwide firm which specializes in
training and placing pools of employees for part-time work
in div,e rse fields of emploY11lent.
Mino · a Corporation--A corporation whose primary
cancer

anufacturing off ice copi ,e rs, machines and

is

s upp ie s .

copiers ,

Minolta is a 1so involved in research on office
achines and supplies , and more recently with

better ent of office personnel performance through research
on office syste s.

Fringe Benefi s--Benefits over and above the salary
sch as h ea

h

nsura.nce, retirement plans, sick leave and

day care.
Pe ks--Incentives for outstanding work, including , but

not li ited to , bonuses and " comp " time .
Psyc . o ogical Stroking- -Nurturing an individual through
pra ~se ad reinforc·ng behavior as opposed to providing
o,ne ary or tang i b e r ,e wards.
Eg a

Opportunity--Providing the sa e access for

individua s to jobs or promotions , regardless of race ,
re igion , sex or national origin.
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Affirmative Action--Measures taken to counteract
discrimination and employ minorities through weighting
tests and providing minority hiring goals.
Bureau of Labor Statistics--Branch of the federal
government which conducts surveys and collects data
concerning the labor market.
Principal--The official within the school or department
who has control over affairs and operations of the
organization, and is legal representative of the
superintendent and/or school board.
Teacher - -Individual employed by the school system whose
primary responsibility is the education of children within
the class setting.
Discrimination--Bias toward an individual or group
based on race, sex, religion or national origin.
Flow Chart--Organizational listing in hierarchal form
of various job positions and responsibilities.
Open Systems Office--One which has no existing
partitions or walls.
Tracking--Maneuvering certain classes of individuals
into specific jobs.
Information Processing--Inputting information through a
central terminal and analyzing quantities of material for
use in specific areas.
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Inservice--Updating employees' skills through
coursework workshops, or other activities, usually for
short durations of time.

CHAPTER IV
ANALYSIS OF DATA
Questionnaire responses were analyzed to determine
demographic characteristics, differenc~s between employees'
(principals, teachers and secretaries) perceptions of
secretarial duties within schools and districts, and
correlations concerning responses to assigned importance of
crossed variables (duties).
Statistical procedures used were selected from the
Statistical Package for Social Sciences (SPSSX)
Inc., 1986).

(SPSS,

Analysis of variance, chi-square and Pearson

Product Moment correlation were used to analyze data.
Analysis of variance was applied for the purpose of
comparing mean scores of principals, secretaries and
teachers to determine if there were any significant
differences.

According to Bartz (1981), analysis of

variance is a technique that allows comparison of two or
more means to ascertain significant differences.
Analyses of variances were performed on variables in
Tables 1 through 11.

Variances were considered significant

if the .05 level of significance was achieved.
variances occurred within the following tables:
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Significant
1 (between
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teachers and principals), 3 (between principals and
teachers), and 4 (between principals and teachers and
teachers and secretaries).

Thus, given a specific duty

(see Tables 1, 3 and 4), respondents' perceptions were
significantly different from the other group with which it
was compared.

There were no other significant variances in

the 11 tables employing this method.
Chi-square was used to determine i f there were
significant differences between demographic characteristics
(sex, race and county), or respondents' perceptions of the
importance of various duties within the secretarial realm.
Bartz (1981) defines chi-square as a t~chnique used to
determine whether significant differences exist between
theoretical or expected frequency and corresponding
observed frequencies in two or more categories.
Chi square analyses were placed in Tables 12 through
From a total of 53 variables, 25 (Tables 12 through

36.

36) were found to be significant at the .05 level,

justifying a rejection of the null hypothesis in each
case.

The variable "county" was a significant variable in

16 of 25 cases.

of the 25 cases.

"Race" was a significant variable in five
"Sex" was a significant variable in four

of the 25 cases.
The Pearson Product Moment correlation

was derived

from Z scores of two distributions correlated with regard
to
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direction and size of the distribution.

The Pearson

Product Moment correlation was used to compare each of 11
major variables to ascertain the level of correlation.
Levels of high (.75 up), medium (.74-.60) and low (.59
down) were assigned to evaluate relationships between
perceived importance of secretarial duties.
Tables 37 through 47 contain Pearson Product Moment
correla t ions for 11 categories included in the survey.
correlations were significant and positive.

The degree of

significance resulted from individual perceptions of the
importance of the duty.
Analysis of Contributing Factors
A one-way analysis of variance addressed null
hypotheses 1, 2 a n d 3.
Hypothesis 1--There are no significant differences
(p<.05) between the way principals and teachers view
secretarial duties.
Hypothesis 2--There are no significant differences
(p<.05) between the way principals and secretaries view
secretarial duties.
Hypothesis 3--There are no significant differences
(p<.05) between the way teachers and secretaries view
secretarial duties.

All
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Factors with Significant Differences
Analysis of Tables 1 through 11 revealed several
factors which varied significantly (2.>05) among the three
groups (principals, teachers and secretaries).

Tables

which produced a significant variance were 1, 3 and 4.
Table 1 indicated a rejection of null hypotheses 1 and 3.
Principals, teachers and secretaries responded with
significantly different perceptions concerning ''Performing
Written and Oral Correspondence."
Table 3 indicated a rejection of null hypothesis 1.

In

"Preparing Reports/Speeches," principals' and secretaries'
responses were significantly different.
Table 4 was similar to Table 1, indicating a rejection
of null hypotheses 1 and 3.

"Answering the Telephone and

Taking Messages" was perceived significantly different by
principals compared with teachers and by teachers compared
with secretaries.
Factors Without Significant Differences
Analysis of variance produced no other significant
differences between the three groups of respondents in
Tables 1 through 11.
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Analysis of Contributing Factors
This section addresses Tables 12 through 36 and null
hypothesis 4 , 5 and 6 which are listed below.

Chi-square

anal y sis was performed comparing demographic statistics
with secretarial duties as listed on a Likert Scale.
Demographic values - county, sex and race - were compared
with various duties and produced a significant (2>.05)
difference on 25 of the 53 job responsibilities.
As was mentioned previously, the variable county
produced 16 significant differences when compared with
secretarial duties.

The following hypotheses were

rejected:
Hypothesis 4--There are no significant differences
between the way principals, secretaries and teachers in
three different school districts view secretarial duties.
Hypothesis 5--The sex of the principals, teachers and
secretaries creates no significant differences between the
way each individual views secretarial duties.
Hypothesis 6--The race of the principals , teac h ers and
secretaries creates no significant differences between the
way each individual views secretarial duties.
Tables which produced results justifying rejection of
null hypothesis 4 (county differences) were 12, 13, 14, 15,
16, 17, 19, 20, 21, 25, 26, 29, 31, 32, 34 and 35.

I n each
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of these tables, County O was found to place greater
emphasis on the specific duty involved than did Counties L
and S.
Tables which produced results justifying reje c tion of
null hypothesis 5 (Sexual Differences) were 18, 24, 28 and
33.

Female respondents were found to place greater

emphasis on specific duties than did male respondents.
Tables which justified rejection of null hypothesis 6
(Racial Differences) were 22, 23, 27, 30 and 36.

Caucasian

respondents placed greater emphasis on specific duties than
did Black, Hispanic or Other respondents.
Pearson Product Moment Correlation
Analysis of contributing factors assigned values: _ High-.75 up; Medium--.74-.60; Low--.59 down.

Pearson Product

Moment examination of correlations indicated a range of
values from .18 to 1.00 among the 11 categories listed in
the instrument.

As expected each category correlated

perfectly (1.00) with itself on all tables.
Table 38 correlated Meeting/Handling People with
Correspondence.

Levels of high for Meeting/Handling People

and low for Correspondence were indicated.
Preparing Speeches/Reports {Table 39) correlated at
medium with Meeting/Handling People, and low with
Correspondence.
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Table 40 compared Answering the Telephone and Taking
Messages with Preparation of Reports/Speeches, and
indicated a medium correlation while correspondence and
Meeting/Handling People were low.
Correlations for Table 41 concerning Preparation of
Materials for Meetings/Conferences with other duties ranged
from .53 to 1.00.

A medium correlation (.69,

.66) was

obtained for Telephone Messages and Preparation of Reports/
Speeches.

Correspondence and Meeting/Handling People both

received low correlations (.59,

.53) compared with

Preparation of Materials for Meetings/Conferences.
The category Filing (Table 42) produced a medium
correlation ( .60) when correlated with Preparation of
Materials for Meetings/Conferences.

Low correlations were

obtained for the following when compared with Filing:
Meeting/Handling People (.56), Preparation of
Speeches/Reports (.52), Telephone Messages (.45) and
Correspondence (.37).
Handling Mail correlated wi th other variables is
displayed in Table 43, which produced one high level, one
medium level and five low level correlations.

The high

level was achieved with itself while Filing was assigned a
medium level.

Low level correlations were Meeting/

Handling People, Preparation of Materials for Meetings/
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Conferences, Prepa r ati o n of Reports/Speeches, Telephone
Messages and Correspondence.
Mechani c al Sk i lls (Table 44) attained only one high
correlation - itself.

The r e mainder were assigned low

level rankings and are as follows:

Filing, Meeting/

Handl i ng People, Handling Mail, Preparation of Reports/
Speeches, Preparation of Materials for Meetings/
Conferences, Correspondence and Telephone Messages.
Office Management (Table 45) correlated .69 (med i um)
with Mechanical Skills.
.56 (Filing),

Low correlations were as follows:

.55 (Preparation of Reports/Speeches),

(Handling Mail),

.52 (Meeting/Handling People),

.54

.50

(Preparation of Materia l s for Meetings/Conferences) and .47
(Correspondence).
Table 46 indicated a large number of medium to high
correlations than had been previously noted.

General

Assistance attained a high correlation with itself.

Medium

correlations were indicated with General Assistance and
Mee ti ng/Handling People , Mechanical Skills and Handling
Mail.

Low correlations ( .59 down) were indicated with

Filing, Office Management, Preparation of Reports/Speeches,
Preparations of Materials for Meetings/Conferences,
Telephone Messages and Co r respondence.
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The final chi-square table (Table 47) treated
correlations betwe13en Personal Attributes and all other
variables.

Personal Attributes correlated with itself at a

high level - as would be expected.

Other variables

correlated at a low level ( .47 down).

They were Meeting/

Handling People, Filing, General Assistance, Preparation of
Materials for Meetings/Conferences, Telephone Messages,
Of fice Management, Preparation of Repo rts/Speeches,
Handling Mail, Correspondence and Mechanical Skills.
Summary of Data Analysis
Ta bles indicating significant differences:
Null Hypotheses:
Table

1-

1.

There are no significant differences between
the way pr i ncipals and teachers view
secretarial duties - Rejected.

Table

1-

2.

There are no significant differences between
the way teachers and secretaries view
secretarial duties - Rejected.

Table

3-

3.

There are no significant differences between
the way principals and teachers view
secretarial duties - Rejected.
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Table

4-

4.

There are n o significant differences between
the way principals and teachers view
secretarial d u ties - Rejected.

Table

4-

5.

The r e are no significant differences between
the way principals and secretaries view
secretarial duties - Rejected.

Table 12- 6.

There are no significant differences between
the way principals and teachers view
secretarial duties - Rejected.

Table 13- 7.

There ar e n o significant differences between
the way respondents f r om three different
school districts view secretarial duties Rejected.

Table 14- 8.

There are no significant differences between
the way respondents from three different
school districts view secretar ial duties Rejected.

Table 15- 9.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Tab l e 16-10.

There are no significan t differences between
the way respondents from three different
school districts view secretarial duties Rejected.
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Table 17-11.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 18-12.

The sex of respondents indicated no
significant differences between the way each
gender views secretarial duties - Rejected.

Table 19-13.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 20-14.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 21-15.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 22-16.

The race of respondents creates no
significant differences between the way each
individual views secretarial duties Rejected.

47

Table 23-17.

The race of respondents creates no
significant differences between the way each
individual views secretarial duties Rejected.

Table 24-18.

The sex of respondents creates no
significant differences between the way each
gender v i ews secretarial duties - Rejected.

Table 25-19.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 26-20.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected .

Table 27 - 21.

The race of respondents creates no
significant differences between the way each
individual views secretarial d u ties Rejected.

Table 28-22.

The sex of respondents creates no
significant differences between the way each
gender - views secretarial duties - Rejected.
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Table 29-23.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 30-24.

The race of respondents creates no
significant differences between the way each
individual views secretarial duties Rejected.

Table 31-25.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 32-26.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 33-27.

The sex of respondents creates no
significant differences between the way each
gender views secretarial duties - Rejected.

Table 34-28.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.
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Table 35-29.

There are no significant differences between
the way respondents from three different
school districts view secretarial duties Rejected.

Table 36-30.

The race of respondents creates no
significant differences between the way each
individual views secretarial duties Rejected.

Tables showing no significant differences:
Null Hypotheses:
Table

1-

1.

There are no significant differences between
the way principals and secretaries view
secretarial duties.

Table

3-

2.

There are no significant differences between
the way principals and secretaries view
secretarial duties.

Table

3-

3.

There are no significant differences between
the way teachers and secretaries view
secretarial duties.

Table

4-

4.

There are no significant differences between
the way teachers and secretaries view
secretarial duties.
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Pearson Product Moment data:
Table 37-

1.

A high correlation exists between
Correspondence and itself - as would be
expected.

Table 38-

1.

A high correlation exists between
Meeting/Handling People and itself - as
would be expected.

2.

A low correlation exists between Meeting/
Handling People and Correspondence.

Table 39-

1.

A high correlation exists between
Preparation of Reports/Speeches and itself as would be expected.

2.

A medium corre l ation exists between
Preparation of Reports/Speeches and
Meeting/Handling People.

3.

A low correlation exists between Preparation
of Reports/Speeches and Correspondence.

Table 40-

1.

A high correlation exists between Answering
the Telephone and Taking Messages and itself
- as would be expected.

2.

A medium correlation exists between
Answering the Telephone and Taking Messages
and Preparation of Reports/Speeches.
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3.

A low correlation exists between Answering
the Telephone and Taking Messages and the
following:

Correspondence and Meeting/

Handling People.
Tab l e 4 1-

1.

A h i gh correlation exists between
Preparat i on of Materials for Meetings/
Conferences and itself - as would be
expected.

2.

A medium correlation exists between
Preparation of Reports/Speeches with
Meeting/Handling People.

3.

A low correlation exists between Preparation
of Materials for Meetings/Conferences and
the following:

Correspondence and Meeting/

Handling People.
Table 42-

1.

A high corre l ation exists between Filing and
itself - as would be expected.

2.

A medium correlation exists between Filing
and Preparation of Materials for Meetings/
Conferences.

3.

A low correlation exists between Filing and
the following:

Meeting/Handling People,

Preparation of Reports / Speeches, Answering
the Telephone and Taking Messages and
Correspondence.
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Table 43-

1.

A high correlation exists between Handling
Mail and itself - as would be expected.

2.

A medium correlation exists between Handling
Mail and Filing.

3.

A low correlation exists between Handling
Mail and the following:

Meeting/Handling

People, Preparation of Materials for
Meetings/Conferences, Preparation of
Reports/Speeches, Answering the Telephone
and Taking Messages and Correspondence.
Table 44-

1.

A high correlation exists between Mechanical
Skills and itself - as would be expected.

2.

A low correlation exists between Mechanical
Skills and the following:

Filing, Meeting/

Handling People, Handling Mail, Preparation
of Reports/Speeches, Preparation of
Materials for Meetings/Conferences,
Correspondence and An swering the Telephone
and Taking Me s sages.
Table 45-

1.

A high correlation exists between Office
Management and itself - as would be
e x pected.

2.

A medium correlation exists between Office
Management and Mechanical Skills.
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3.

A low correlation exists between Office
Man agement and the following:

Filing,

Preparation of Reports/Speeches, Handling
Mail, Meeting/Handling People, Preparation
of Materials for Meetings/Conferences,
Answering the Telephone and Taking Messages
and Correspondence.
Tab l e 46-

1.

A high correlation exists between General
Assistance and itself - as would be
expected.

2.

A medium correlation exists between General
Assistance and the following:

Meeting/

Handling People, Mechanical Skills and
Handling Mail.
3.

A low correlation exists between General
Assistance and the following:

Filing,

Office Management , Preparation of Reports/
Speeches, Preparation of Materials for
Meetings / Conferences, Answering the
Telephone and Taking Messages and
Correspondence.
Table 47-

1.

A high correlation exists between Personal
Attributes and itself - as would be
expected.
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2.

A low correlation exists between Personal
Attributes and the following:

Meeting/

Handling People, Filing, General Assistance,
Preparation of Materials for Meetings/
Conferences, Answering the Telephone and
Taking Messages, Office Management,
Preparation of Reports / Speeches, Handling
Mail, Correspondence and Mechanical Skills.
Rejection of Nul l Hypothesis
Information obtained from analysis of data indicates a
rejection of the null hypothesis in many instances.

When

the null hypothesis is rejected, there are significant
differences between what was hypothesized and what a~tually
occurred.

This occurrence produces a "goodness of fit,"

indicating that data fit the sample population from which
the research was drawn.

However, if rejection of the null

hypothesis failed, then it was assumed there was no
significant difference between the null hypothesis and
actual occurrence.
Table 1, "Analysis of Variance of Secretarial Job
Performance in Performing Written and Oral Correspondence,"
indicated no significant variance between secretaries and
principals.

There was a significant variance at the .05

level between teachers and principals, and between teachers
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and se c retaries concerni ng this duty, which would justify a
rejection of two null hypotheses:

#1--There are no

significant differences between the way principals and
teachers view secretarial duties; #3--There are no
significant differences between the way teachers and
secretaries view secretarial duties.

Both teachers and

secretaries indicated a high significant difference
concerning secretarial job performance of Written and Oral
Correspondence.
TABLE 1
ANALYSIS OF VARIANCE - SECRETARIAL - JOB PERFORMANCE
IN PERFORMING WRITTEN AND ORAL CORRESPONDENCE
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

Correspondence 12.1

Teachers

66

127

3.38

HSD-Principals/
Teachers

Correspondence 14.5 /3.42

HSD-Teachers/
Secretaries

I
Secretaries 71

\
Correspondence 12.7 \3.42

*Percentages Rounded

x 2 - 151. 69
F

P

-

13.03
.00

SIGNIFICANCE

HSD-Teachers/
Secretaries
HSD=High Significant Difference
S.D.= Standard Deviation
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Table 2, "Analysis of Variance of Secretarial Job
Performance in Meeting/Handling People," indicated no
significant variance between the three groups - principals
and teachers, teachers and secretaries and principals and
secretaries.
TABLE 2
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN MEETING/HANDLING PEOPLE
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Meet/Handle
People

24.1

3.38

127

Meet/Handle
People

24.0

4.66

Teachers

Secretaries 71

SIGNIFICANCE

Meet/Handle
25.2 3.68
People
S.D.= Standard Deviation
*Percentages Rounded

x

2

F

35.38
1.98

P

.14

-
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Table 3, "Analysis of Variance of Secretarial Job
Performance in Preparation of Reports/Speeches," indicated
no s ignificant variance between principals and secretaries,
or between teachers and secretaries.

There was a

significant variance at the .05 level between principals
and teachers concerning this duty which would justify a
rejection o f null hypothesis #1--There are no significant
differences between the way principals and teachers view
secretarial duties.

Principals and teachers indicated a

high significant difference concerning secretarial job
performance in Preparation of Reports/Speeches.
TABLE 3
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN PREPARATION OF REPORTS/SPEECHES

SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Prep. Reports/ 16.3
Speeches

3.58

HSD-Principals/
Teachers

125

Prep. Reports / 17.9
Speeches

4.22

HSD-Principals/
Teac hers

Teachers

Secretaries 70

SIGNIFICANCE

Prep. Reports/ 17.4 4.38
Speeches
HSD=High Significant Difference
*Percentages Rounded
S.D.= Standard Deviation

x 2 - 54.29
F

3.21

P

.04
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Table 4,

"Analysis of Variance of Secretarial Job

Performance in Answering the Telephone and Taking
Messages," indicated no significant variance between
secretaries and principals.

There was a significant

variance at the .05 level between principals and teachers,
and between teachers and secretaries concerning this duty
which would justify a rejection of two null hypotheses:

#1-

-There are no significant differences between the way
principals and teachers view secretarial duties; #3--There
are no significant differences between the way teachers and
secretaries view secretarial duties.

Both principals and

teachers indicated a high significant difference concerning
secretarial job performance in Answering the Telephone and
Taking Messages.

TABLE 4
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN ANSWERING THE TELEPHONE AND TAKING MESSAGES
SUMMARY DATA*
MEAN S.D.

SIGNIFICANCE

RESPONDENTS N

FACTOR

Principa ls

66

Telephone/
Message

14.1

2.60

HSD-Principals/
Teachers

126

Telephone/
Message

15.2

2 . 89

HSD-Principals/
Teachers

14.1

2.80

Teachers

HSD-Principals/
Secretaries
HSD=High Significant Difference
S . D.= Standard Deviation
40.54; F - 5.17; P - .0063

Secretaries 70

Telephone/
Message
*Percentages Rounded

X

2

-
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Table 5, "Analysis of Variance of Secretarial Job
Performance in Preparing for Meetings/Conferences,"
indicated no significant variance between any of the three
groups--principals and teachers, teachers and secretaries,
and principals and secretaries.
TABLE 5
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN PREPARING FOR MEETINGS/CONFERENCES
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Prep. Meeting/ 18.4
Conferences

3.39

128

Prep. Meeting/ 19.6
Conferences

3.53

Teachers

Secretaries 71

SIGNIFICANCE

Prep. Meeting / 19.0 3.50
Conferences
*Percentages Rounded
S.D.= Standard Deviation

x
F
P

2

- 30.37
2.51
.08
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Table 6, "Analysis of Variance of Secretarial Job
Performance in Regard to Filing , " indicated no significant
variance between any of the three groups--principals and
teachers, teachers and secretaries, and principals and
secretaries.

TABLE 6
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN REGARD TO FILING
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Filing

21.7

2.42

128

Filing

21.6

3.48

22.6

2.37

Teachers

Secretaries 70 Filing
*Percentages Rounded

x
F
P

2

-

26.52
3.00
. 052

SIGNIFICANCE

S . D.= Standard Deviation
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Table 7, "Analys i s of Variance of Secretarial Job
Performance in Handling Mail," indicated no significant
variance between any of the three groups--principals and
teachers, teachers and secretaries, and principals and
secretaries.
TABLE 7
ANALYSIS OF VARIANCE OF ECRETARIAL JOB PERFORMANCE
IN HAND I NG MAIL
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Handling Mail

21.7

2.42

128

Handling Mail

21.6

3.47

Teachers

SIGNIFICANCE

Secretaries 70 Handling Mail 22.6 2.37
*Percentages Rounded
S.D.= Standard Deviation
x
F
P

2

- 26.52
3.00
. 0 51
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Table 8, "Analysis of Variance of Secretarial Job
Performance in Performing Mechanical Skills," indicated no
significant variance between any of the three groups-princ ipals and teachers, teachers and secretaries, and
principals and secretaries.
TABLE 8
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN PERFORMING MECHANICAL SKILLS
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Mechanical
Skil l s

16.8

3.00

128

Mechanical
Skills

16.6

3.25

Teachers

Secretaries 71

SIGNIFICANCE

Mechanical
17.0 2.62
Skills
S.D.= Standard Deviation
*Percentages Rounded

X

2

4.85

F

. 53

P

. 60
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Table 9, "Analysis of Variance of Secretarial .Job
Performance in Performing Office Management," indicated no
significant variance between any of the three groups-principal s and teachers, teachers and secretaries, and
princ ipals and secretaries.
TABLE 9
ANA LYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN PERFORMING OFFICE MANAGEMENT
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Office
Management

19.4

3.22

125

Office
Management

19.7

3.82

Teachers

Secretaries 71

SIGNIFICANCE

20.8 3.43
Office
Management
*Percentages Rounded
S.D.= Standard Deviation

x
F
P

2

-

37.25
2.91
.06
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Table 10, "Analysis of Variance of Secretarial Job
Performance in Providing General Assistance," indicated no
significant variance between any of the three groups-principals and teachers, teachers and secretaries, and
principals and secretaries.

TABLE 10
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
IN PROVIDING GENERAL ASSISTANCE
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

General
Assistance

20.1

3.21

127

General
Assistance

20.4

3.89

Teachers

Secretaries 69

SIGNIFICANCE

General
20.9 3.46
Assistance
*Percentages Rounded
S.D.= Standard Deviation

x
F
P

2

11.32
. 86
.42
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Table 11, "Analysis of Variance of Secretarial Job
Performance with Regard to Personal Attributes," indicated
no significant variance between any of the three groups-principals and teachers, teachers and secretaries, and
principals and secretaries.
TABLE 11
ANALYSIS OF VARIANCE OF - SECRETARIAL JOB PERFORMANCE
WITH REGARD TO PERSONAL ATTRIBUTES
SUMMARY DATA*
MEAN S.D.

RESPONDENTS N

FACTOR

Principals

66

Personal
Attributes

20.1

2.74

127

Personal
Attributes

20.3

3.46

Teachers

Secretaries 71

SIGNIFICANCE

Personal
21.3 2.88
Attributes
*Percentages Rounded
S.D.= Standard Deviation

X

2

27.35

F

2.77

P

.06
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Table 12, "Chi-Sq uare Ana l ysis of County Differences i n
Responses Based on a Li kert Scale Concerning the Importance
of Preparing Requisition Orders/Transactions," indicated
that respondents of County O placed greater emphasis on
preparing requisition orders/transactions than did
respondents from Counties Land S.

The level exceeded the

.0 5 level of significance, justifying rejection of null
hypothe sis #4 - -There are no significant differences between
the way principals, secretaries and teachers in three
different school d i stricts view secretarial duties.
TABLE 12
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
BASED ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF
PREPARING REQUISITION ORDERS/TRANSACTIO~S
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

N

%

L

3

1.1

0

1

.4

1

s

4

1. 5

8

*Percentages Rounded
S i gnificance - 0.000

N

NEUTRAL

AGREE

N

%

N

%

1

.4

6

2.3

.4

7

2.6

23

3.2

13

4.9

7

%

STRONGLY
AGREE
N

20

%
7.5

8.7 160 60.4
2.6

11

4.2
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Table 13, "Chi-Square Analysis of County Differences in
Resp o nses on a Likert Scale Concerning the Importance of
Providing Information Required for Insurance by the
Secretary," indicated respondents from County O placed
greater emphasis on providing information required for
insurance by the secretary than did respondents from
Counties Land S.
significance,

The level exceeded the .05 level of

justifying rejection of null hypothesis #4--

There are no significant differences between the way
principals, secretaries and teachers within three different
school districts view secretarial duties.
TABLE 13
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF
PROVIDING INSURANCE BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
{COUNTY)

STRONGLY
DISAGREE

DISAGREE

NEUTRAL

AGREE
N

%

STRONGLY
AGREE
N
%

N

%

N

%

1

.4

1

.4

13

5

1. 9

16

6

54 20.3 115 43.2

3
1. 9
5
*Percentages Rounded
Significance - 0.0001

1.1

8

3

N

%

L
0

s

2

.8

3

4.9

1. 1

15

25

5.6

9.4
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Table 14, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Operating a Spirit Master/Ditto Machine by the Secretary,"
indicated respondents from County O placed greater emphasis
on operating a spirit master/ditto machi n e by the secretary
than did respondents from Counties Land S.
exceeded the .05 level of significance,

The level

justifying

rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers in three different school districts view
secretarial duties.
TABLE 14
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF OPERATING
A SPIRIT MASTER/DITTO MACHINE BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY}

STRONGLY
DISAGREE
N

%

L

7

2.7

0

16

6.1

T') ISAGREE
%

NEUTRAL
N

%

4

1. 5

12

4.5

40 15.2

3
8
7
*Percentages Rounded
Significance - 0.005

2.7

13

s

4.9

STRONGLY
AGREE

AGREE
N

10

%

N

%

3.8

9

3.4

41 15.5
8

3

83 31.4

6

2.3
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Table 15, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Operating a Calculator and Adding Machine by the
Secretary , " indicated respondents of County o placed
greater emphasis on operating a calculator and adding
machine by the secretary than did respondents from Counties
Land S.

The level exceeded the .05 level of significance,

justifying rejection of null hypothesis #4--There are no
significant differences between the way principals,
secretaries and teachers within three different school
districts view

secretarial duties.
TABLE 15

CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF OPERATING
A CALCULATOR AND ADDING MACHINE BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

N

N

%

%

L
0

s

2

.8

AGREE

NEUTRAL
N

%

N

%

3

1. 1

6

2.3

STRONGLY
AGREE
N

21

%

7.9

2

.8

15

5.7

39 14.7 136 51. 3

2

.8

10

3.8

11

*Percentages Rounded
Significance - 0.0008

4.2

18

6.8
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Table 16, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
De l egating Responsibilities for Clericals by the
Secretary, " indicated respondents from County O placed
greater emphasis on delegating responsibilities for
clericals by the secre t ary than did respondents from
Counties Land S.

The level exceeded the .05 level of

s i gni fi c a nce justifying rejection of null hypothesis #4-There are no significant differences between the way
principals, secretaries and teachers in three different
school districts view

secretarial duties.
TABLE 16

CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LI KERT SCALE CONCERNING THE IMPORTANCE OF DELEGATING
RESPONSIBILITIES FOR CLERICALS BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

N

%

N

%

N

%

L

3

1. 1

4

1.5

2

.8

0

11

4.2

14

5.3

s

9 3.4
9 3.4
*Percentages Rounded
Significance - 0.0009

AGREE

NEUTRAL

35 13.3
11

4.2

N

10

%

3.8

59 22.3
9

3.4

STRONGLY
AGREE
N
10

%

3.8

72 27.3
6

2.3
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Table 17, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Producing Duplicated Materials by the Secretary," indicated
respondents from County O placed greater emphasis on
duplicating materials by the secretary than did respondents
from Counties Land S.
significance,

The level exceeded the .05 level of

justifying rejection of null hypothesis #4--

There are no significant differences between the way
principals, secretaries and teachers in three different
school districts view secretarial duties.
TABLE 17
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF PROVIDING
DUPLICATED MATERIALS BY THE SECRETARY
SUMMARY DATA*
STRONGLY
DISAGREE
N
%

DISAGREE

NEUTRAL

N

%

N

%

N

%

N

%

L

4

1. 5

2

•8

8

3

8

3

8

3

0

15

5.6

24

CONTRIBUTOR
(COUNTY)

s

9

6 2.3
14 5.3
*Percentages Rounded
Significance - 0.0014

45 16.9
11

4.1

AGREE

44 16.5

9

3.4

STRONGLY
AGREE

64 21. 1
4

1. 5
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Table 18, "Chi-Square Analysis of Sexual Differences in
Responses on a Likert Scale Concerning the Importance of
Conferri n g with the Supervisor by the Secretary," indicated
female respondents placed greater emphasis on conferring
with the supervisor by the secretary than did male
respondents.

The level exceeded the .05 level of

significance,

justifying rejection of null hypothesis

#5--The sex of principals, teachers and secretaries creates
no significant differences between the way each gender
views secretarial duties.
TABLE 18
CHI-SQUARE ANALYSIS OF SEXUAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF CONFERRING
WITH THE SUPERVISOR BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(SEX)
F

STRONGLY
DISAGREE

DISAG EE

NEUTRAL

N

N

N

%

2

7.5

1

%
.4

3

1
*Percentages Rounded
Significance - 0.0017
M

%

1.1
.4

.8
2
=
Female
F

AGREE
N

%

STRONGLY
AGREE
N

%

44 16.5 155 58.3

21
M

7.9 19
Male

=

7.1

73

Table 19, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Conferring with the Supervisor by the Secretary," indicated
respondents from County O placed greater emphasis on
conferring with the supervisor by the secretary than did
respondents from Counties Land S.

The level exceeded the

.05 level of significance, justifying rejection of null
hypothesis #4--There are no significant differences between
the way principals, secretaries and teachers in three
different school districts view secretarial duties.
TABLE 19
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF CONFERRING
WITH THE SUPERVISOR BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE
N
%

DISAGREE
N
%

NEUTRAL
N
%

AGREE
N
%

L

2

.8

7

2.6

0

1

.4

12

4.5

45 16.9

.4

3

1.1

13

s
1
.4
1
*Percentages Rounded
Significance - 0.0022

7

2.6

4.9

STRONGLY
AGREE
N
%
14

5.3

34 50.4
26

9 .. 8

74

Table 20, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Keeping a Book Supply and Inventory by the Secretary,"
indicated respondents of County O placed greater emphasis
on keeping a book supply and inventory by the secretary
than did respondents from Counties Land S.

The level

exceeded the .05 level of significance, justifying
rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers in three different school districts view
secretarial duties.
TABLE 20
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF KEEPING A
BOOK SUPPLY AND INVENTORY BY THE SECRETARY
SUMMARY DATA*
STRONGLY
DISAGREE

DISAGREE

N

%

N

%

L

1

2.7

4

1. 5

0

25

9.5

15

5.7

s

13

CONTRIBUTOR
(COUNTY)

4.9
8
*Percentages Rounded
Significance - 0.0023

3

N

%

N

%

3

1. 1

8

3

8

3

41 15.5

37

14

74

28

4.2

5

11

AGREE

STRONGLY
AGREE

NEUTRAL
N
%

1. 9

5

1. 9

75

Table 21, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Opening, Sorting, and Distributing Mail by the Secretary,"
indicated respondents of County O placed greater emphasis
on opening, sorting, and distributing mail by the secretary
than did respondents from Counties Land S.

The level

exceeded the .05 level of significance, justifying
rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers in three different school districts view
secretarial duties.
TABLE 21
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF OPENING,
SORTING, AND DISTRIBUTING MAIL BY THE SECRETARY
SUMMARY DATA*
STRONGLY
DISAGREE

DISAGREE

NEUTRAL

N

%

N

%

N

%

N

%

1

.4

4

1. 5

4

1. 5

4

1. 5

2

.8

17

6.4

3 1.1
*Percentages Rounded
Significance - 0.0025

5

1. 9

CONTRIBUTOR
(COUNTY)
L
0

s

2

•8

AGREE

STRONGLY
AGREE
N

17

%

6.4

33 12.4 140 52.6
6

2.3

28

10.5

76

Table 22, "Chi-Square Analysis of Racial Differences in
Responses on a Likert Scale Concerning the Importance of
Giv i ng Dictation by the Secretary," indicated Caucasian
respondents placed greater emphasis on giving dictation by
the secretary than did Black, Hispanic and Other
respondents.

The level exceeded the .05 level of

significance,

justifying rejection of null hypothesis #6--

The race and/or ethnic origin of the principals, teachers
and secretaries creates no significant differences between
the way each individual views secretarial duties.
TABLE 22
CHI-SQUARE ANALYSIS OF RACIAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF GIVING
DICTATION BY THE SECRETARY

SUMMARY DATA*
CONTRIBUTOR
(RACE)
B
C
H

STRONGLY
DISAGREE

DISAGREE

NEUTRAL

AGREE
N

%

STRONGLY
AGREE
N
%

N

%

N

%

N

%

3

1.1

4

1. 5

2

.8

10

3.8

10

3.8

77 29.1

17

6.4

20

7.5

80 30.2
2

35 13.2

.8

9
*Percentages Rounded
Significance - 0.0027

B=Black
H=Hispanic

.4
1
C=Caucasian
9=0ther
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Table 23,

"Chi-Square Analysis of Racial Differences in

Responses on a Likert Scale Concerning the Importance of
Enrolling/Withdrawing Students by the Secretary," indicated
Caucasian respondents placed greater emphasis on
enrolling/withdrawing students by the secretary than did
Black, Hispanic and Other respondents.
the .05 level of significance,

The level exceeded

justifying rejection of null

hypothesis #6--The race of principals, teachers and
secretaries creates no significant differences between the
way each individual views secretarial

- Qties.

TABLE 23
CHI-SQUARE ANALYSIS OF RACIAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF ENROLLING/
WITHDRAWING STUDENTS BY THE SECRETARY
SUMMARY DATA*
STRONGLY
DISAGREE

DISAGREE

N

%

N

%

B

1

.4

3

1.1

C

19

7.1

15

5.6

CONTRIBUTOR
(RACE}

H

2

9
*Percentages Rounded
Significance - 0.0029

NEUTRAL
N
%

7

2.6

31 11. 7

AGREE
N
%

STRONGLY
AGREE
N
%
12

4.5

54 20.3 111

41. 7

10

3.8

.8
1

B=Black
H=Hispanic

C=Caucasian
9=0ther

.4

78

Table 24, "Chi-Square Analysis of Sexual Differences in
Responses on a Likert Scale Concerning the Importance of
Taking Di c tation, Composing Letters by the Secretary,"
indicated female respondents placed greater emphasis on
taking dictation, composing letters by the secretary than
did male respo ndents.
significance,

The level exceeded the .05 level of

justifying rejection of null hypothesis #5--

The sex of the principals, teachers and secretaries creates
no significant differences between the way each individual
views secretarial duties.
TABLE 24
CHI-SQUARE ANALYSIS OF SEXUAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF TAKING
DICTATION, COMPOSING LETTERS BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(SEX)

STRONGLY
DISAGREE
N

%

F

8

3

M

2

.8

DISAGREE
N

%

- 18

6.8

9

3.4

*Percentages Rounded
Significance - 0.0031

AGREE

NEUTRAL
N

%

33 12.4

12 4.5
F = Female

N

%

STRONGLY
AGREE
N

63 23.7 101

12

4.5

M = Male

8

%

38
3

79
11

Table 25,

Chi-Square Analysis of County Differences in

Responses on a Likert Scale Concerning , he Importance of
Organizing References/Information/Files by the Secretary,"
indicated that respondents of County O placed greater
emphasis on organizing references/information/files by the
secretary than did respondents from Counties Land S.

The

level exceeded the .05 level of significance, justifying
rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers in three different school districts view
secretarial duties.
TABLE 25
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF ORGANIZING
REFERENCES/INFORMATION/FILES BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

N

N

%

7

2.6

9

3.4

3

1. 1

%

L
0

s

4

1. 5

*Percentages Rounded
Significance - 0.0048

AGREE

NEUTRAL
N
%

N

%

8

3

1.1

31 11. 7

66

24.8

2.6

18

6.8

7

3

STRONGLY
AGREE
N

12

%

4.5

82 30.8
16

6

80

Table 26, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Preparation of Statistical Charts/Reports by the
Secretary,'' indicated respondents of County o placed
greater emphasis on preparation of statistical
charts/reports by the secretary than did respondents from
Counties Land S.

The level exceeded the .05 level of

significance, justifying rejection of null hypothesis #4-There are no significant differences between the way
principals, secretaries and teachers in three different
school districts view secretarial duties.
TABLE 26
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES ON
A LIKERT SCALE CONCERNING THE IMPORTANCE OF PREPARATION
OF STATISTICAL CHARTS/REPORTS BY THE SECRETARY
Summary Data*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

STRONGLY
AGREE

%

N

%

13

4.9

6

2.3

65 24.4

48

18

15

11

4.1

N

%

N

%

N

%

L

2

.8

5

1. 9

4

1. 5

0

8

3

15

5.6

s

2

.8

11

4. 1

*Percentages Rounded
Significance - 0.0051

AGREE

NEUTRAL

5.6

N

56 21.1
5

1. 9

81

Table 27, "Chi-Square Analysis of Racial Differences in
Responses on a Likert Scale Concerning the Importance of
Answering the Phone/Rerouting Messages by the Secretary,"
indicated Caucasian respondents placed greater emphasis of
answering the phone/rerouting messages by the secretary
than did Black, Hispanic and Other respondents.

The level

exceeded the .05 level of significance, justifying
rejection of null hypothesis #6--The race of the
principals, teachers and secretaries creates no significant
differences between the way each individual views
secretarial duties.
TABLE 27
CHI-SQUARE ANALYSIS OF RACIAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANC~ OF ANSWERING
THE PHONE/REROUTING MESSAGES BY THE ~ECRETARY
SUMMARY DATA*
CONTRIBUTOR
(RACE}

STRONGLY
DISAGREE
N

%

B
C
H

1

.4

DISAGREE

AGREE

NEUTRAL

N

%

N

%

N

%

1

.4

2

•8

5

1. 9

5

6

2.3

4
1

9
*Perce ntages Rounded
Significance - 0.0112

1.

31 11. 7
1

.4

STRONGLY
AGREE
N

%

25

9.4

188 70.7

•4

1

B=Black
H=Hispanic

C=Caucasian
9=0ther

.4

82

Table 28,

"Chi-Square Analysis of Sexual Differences in

Responses on a Likert Scale Concerning the Importance of
Making Use of the Intercom by the Secretary," indicated
female respondents placed greater emphasis on making use of
the intercom by the secretary than did male respondents.
The level exceeded the .05 level of significance,
justifying rejection of null hypothesis #5--The sex of the
principals, teachers and secretaries creates no significant
differences between the way each individual views
secretarial duties.
TABLE 28
CHI-SQUARE ANALYSIS OF SEXUAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF MAKING
USE OF THE INTERCOM BY THE SECRETARY
SUMMARY DATA*
STRONGLY
DISAGREE

CONTRIBUTOR
(SEX)

N

%

N

%

N

%

F

1

.4

2

•8

6

2.3

6

2.3

DISAGREE

M

*Per c entages Rounded
Significance - 0.0142

NEUTRAL

AGREE

%

N

STRONGLY
AGREE
N

59 22.3 155
13

4.9

F=Female
M=Male

23

%
58.5
8.7

83

Table 29, "Chi-Square Analysis of County Differences in
Respons e s on a Likert Scale Concerning the Importance of
Composing Minutes of Conferences/Meetings by the
Secretary," indicated respondents of County O placed
greater emphasis on composing minutes of conferences/
meetings by the secretary than did respondents from
Count i es Land S.
significance,

The level exceeded the .05 level of

justifying rejection of null hypothesis

#4--There are no significant differences between the way
principals, secretaries and teachers within three different
school districts view secretarial duties.
TABLE 29
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF COMPOSING
MINUTES OF CONFERENCES/MEETINGS BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
( COUNTY)
L
0

s

STRONGLY
AGREE

STRONGLY
DISAGREE

DISAGREE

N

%

N

%

N

%

N

%

N

%

6

2.3

3

1. 1

7

2.6

6

2.3

8

3.0

39 14.7

26

9.8

61

23.0

41

15.5 25

9._4

5

10

3.8

12

4.5

5.7

.8
4
2
*Percentages Rounded
Significance - 0.0190

1.

AGREE

NEUTRAL

15

84

Table 30, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Maintaining Community Relations by the Secretary,"
indicated Caucasian respondents placed greater emphasis on
maintaining community relations by the secretary than did
Black, Hispanic and other respondents.

The level exceeded

the .05 level of significance, justifying rejection of null
hypothesis #6--The race of the principals, teachers and
secretaries creates no significant differences between the
way each individual views secretarial duties.
TABLE 30
CHI-SQUARE ANALYSIS OF RACIAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF MAINTAINING
COMMUNITY RELATIONS BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(RACE)

STRONGLY
DISAGREE
N

%

DISAGREE
N

B
C

3

1.1

H
9
*Percentages Rounded
Significance - 0.0212

%

NEUTRAL
N

%

7

2.6

23 8.7
2

AGREE
N
%
14

5.3

66 24.9

STRONGLY
AGREE
N

%

12

4.5

131 49.4

.8

B=Black
H=Hispanic

1 .4
C=Caucasian
9=0ther

85

Table 31, "Chi-Square Analysis of County Differences in
Responses on a Li kert Scale Concerning the Importance of
Keeping Rec o rds by the Secretary," indicated respondents of
County O placed greater emphasis on keeping records by the
secretary than did respondents from Counties Lands.

The

level exceeded the .05 level of significance, justifying
rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers within three different school districts view
secretarial duties.
TABLE 31
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF KEEPING
RECORDS BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE
N

%

DISAGREE
N

%

NEUTRAL
N
%

13

L
0

s

AGREE
N
%

1

.4

3

•8
2
1
*Percentages Rounded
Significance - 0.0225

1.1

9

3.4

39

.4

4

1. 5

13

4.9

STRONGLY
AGREE
N

%

17

6.4

14.7 140 52.6
4.9

24

9.0

86

Table 32, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Giving Assistance to Staff/Students by the Secretary,"
indicated respondents of County O placed greater emphasis
on giving assistance to staff/students by the secretary
than did respondents from Counties Land S.

The level

exceeded the .05 level of significance, justifying
rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers within three different school districts view
secretarial duties.
TABLE 32

CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF GIVING
ASSISTANCE TO STAFF/STUDENTS BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

NEUTRAL

%

N

%

5

6

2.3

19

7.1

11

4.1

59

7

2.6

15

%

N

%

L

1

•4

4

1.

0

2

.8
1. 1

s

%

3
*Percentages Rounded
Significance - 0.0235

STRONGLY
AGREE

N

N

N

AGREE

22.2 120 45.1
5.6

19 17.1

87

Table 33, "Chi-Square Analysis of Sexual Differences in
Responses on a Likert Scale Concerning the Importance of
Answering Routine Correspondence by the Secretary,"
indicated female respondents placed greater emphasis on
answering routine correspondence by the secretary than did
male respondents.
significance,

The level exceeded the .05 level of

justifying rejection of null hypothesis #5--

The sex of the principals, teachers and secretaries creates
no significant differences between the way each gender
views secretarial duties.
TABLE 33
CHI-SQUARE ANALYSIS OF SEXUAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF ANSWERING
ROUTINE CORRESPONDENCE BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(SEX)
F

STRONGLY
DISAGREE
N
%

N

%

NEUTRAL
N

4.1

40

M
1.1
2.6
3
7
*Percentages Rounded
Significance - 0.0266

5

11

4.1

DISAGREE
11

%

15.0
1. 9

AGREE
N
%
64 24.1

16 6.0
F==Female
M=Male

STRONGLY
AGREE
N
%
97 36.5
6

12.0

88

Table 34, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Answering Routine Correspondence by the Secretary,"
indicated respondents of County O placed greater emphasis
on answering routine correspondence by the secretary than
did respondents fr o m Counties Land S.

The level exceeded

the .05 level of significance, justifying rejection of null
hypothesis #4--There are no significant differences between
the way principals, secretaries and teachers within three
different school districts view secretarial duties.
TABLE 34
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF ANSWERING
ROUTINE CORRESPONDENCE BY THE SECRETARY .
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE

DISAGREE

AGREE

NEUTRAL

STRONGLY
AGREE

N

%

N

%

N

%

N

%

N

%

L

2

.8

3

1.1

4

1. 5

6

2.3

15

5.6

0

9

3.4

7

2.6

32

12.0

64

24.1

3.0
s
8
3 1.1
*Percentages Rounded
Significance - 0.0335

9

3.4

10

3.8

80 30.1
14

5.. 3

89

Table 35, "Chi-Square Analysis of County Differences in
Responses on a Likert Scale Concerning the Importance of
Inter p reting Administrative Desires by the Secretary,"
indi c ated respondents of County O placed greater emphasis
on interpreting administrative desires by the secretary
than did respondents from Counties Land S.

The level

exceeded the .05 level of significance, justifying
rejection of null hypothesis #4--There are no significant
differences between the way principals, secretaries and
teachers within three different school districts view
secretarial duties.
TABLE 35
CHI-SQUARE ANALYSIS OF COUNTY DIFFERENCES IN RESPONSES ON
A LIKERT SCALE CONCERNING THE IMPORTANCE OF INTERPRETING
ADMINISTRATIVE DESIRES BY THE SECRETARY
SUMMARY DATA*
CONTRIBUTOR
(COUNTY)

STRONGLY
DISAGREE
N
%

AGREE

DISAGREE

NEUTRAL

N

%

N

%

N

%

L

2

.8

3

1.1

9

3.4

7

2.6

0

11

4.2

5

1. 9

27

10.2

60

22.6

.8

7

2.6

10

3.8

s

2.6
7
2
*Percentages Rounded
Significance - 0.0414

STRONGLY
AGREE
N

%
9

3.4

89 33.6

17

6.4

90
Table 36, "Chi-Square Analysis of Racial Differences in
Responses on a Likert Scale Concerning the Importance of
Making Transportation Arrangements by the Secretary,"
indicated Caucasian respondents placed greater emphasis on
making transportation arrangements by the secretary than
did Black, Hispanic and other respondents.

The level

exceeded the .05 level of significance, justifying
rejection of null hypothesis #6--The race of the
principals, teachers and secretaries creates no significant
differences between the way each individual views
secretarial duties.
TABLE 36
CHI-SQUARE ANALYSIS OF RACIAL DIFFERENCES IN RESPONSES
ON A LIKERT SCALE CONCERNING THE IMPORTANCE OF MAKING
TRANSPORTATION ARRANGEMENTS BY THE SECRETARY
Summary Data*
CONTRIBUTOR
(RACE)
B
C
H

STRONGLY
DISAGREE

DISAGREE

N

%

N

%

4

1. 5

2

.8

41 15.4

28 10.5

2

9
*Percentages Rounded
Significance - 0.0492

NEUTRAL
N
%
11

4.1

66 24.8

AGREE
N

%

9

3.4

53 19.9

STRONGLY
AGREE
%

N
7

2.6

42 15.8

.8

B=Black
H=Hispanic

1 .4
C=Caucasian
9=0ther

91

Table 37, "Pearson Product Moment Correlation Comparing
Correspondence with Other Variables," indicated a perfect
correlation on correspondence with itself, as would be
expected.

TABLE 37
PEARSON PRODUCT MOMENT CORRELATION COMPARING
CORRESPONDENCE WITH OTHER VARIABLES BY TOTAL GROUP
COMPARED WITH CORRESPONDENCE

CONTRIBUTOR

SUMMARY DATA*
NUMBER OF
CORRE- PROBAPARTICIPANTS LATION BILITY

Correspondence
264
Correlations were assigned:
High
Medium
Low

1.00
.75 up
.74-.60
. 59 down

ASSIGNED
LEVEL
High
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Table 38, "Pearson Product Moment Correlation of
Meeting-Handling People with Other Variables," indicated a
perfect correlation with itself , as would be expected.
Correspondence correlated at a low level when compared with
meeting/handling people .
TABLE 38
PEARSON PRODUCT MOMENT CORRELATION OF MEETING/HANDLING
PEOPLE WITH OTHER VARIABLES BY TOTAL GROUP COMPARED
WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

Meeting/Handling People

263

Correspondence
262
Correlations were assigned:
High
Medium
Low

SUMMARY DATA*
CORRE- PROBA- ASSIGNED
LATION BILITY
LEVEL
High

1.00

.42

.75 up
.74-.60
. 59 down

00

Low
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Table 39, "Pearson Product Moment Correlation of
Preparation of Speeches/Reports with Other Variables,"
indicated a perfect correlation with itself, as would be
expected.

A medium correlation existed between preparation

of speeches / reports and meeting/handling people.
Correspondence correlated at a low level when compared with
preparation of speeches/reports.
TABLE 39
PEARSON PRODUCT MOMENT CORRELATION OF PREPARATION OF
SPEECHES/REPORTS WITH OTHER VARIABLES BY TOTAL GROUP
COMPARED WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

Preparation of Speeches/
Reports
261
Meeting / Handling People

259

Correspondence
260
Correlations were assigned: High
Medium
Low

SUMMARY DATA*
CORRE- PROBALATION BILITY

High

1.00
.61
.58
.75 up
.74-.60
.59 down

ASSIGNED
LEVEL

.00

Medium

.00

Low
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Table 40, "Pearson Product Moment Correlation of
Answering Telephone and Taking Messages with Other
Variables," indicated a perfect correlation with itself, as
would be expected.

A medium correlation existed between

answering telephone and taking messages and preparation of
reports/speeches.

All other correlations fell in the low

range.
TABLE 40
PEARSON PRODUCT MOMENT CORRELATION OF ANSWERING TELEPHONE
AND TAKING MESSAGES WITH OTHER VARIABLES BY TOTAL GROUP
COMPARED WITH CONTRIBUTOR

CONTRIBUTOR
Telephone Messages

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL
High

262

1.00

Preparation of Speeches/
Reports
255

.61

.00

Medium

Correspondence

.57

.00

Low

.00

Low

261

Meeting/Handling People 260
Correlations were assigned:
High
Medium
Low

.46
.75 up
.74-.60
.59 down
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Table 41, "Pearson Product Moment Correlation of
Preparation of Materials for Meetings/Conferences with
Other Variables," indicated a perfect correlation with
itself, as would be expected.

A medium correlation existed

between preparation of materials for meetings/conferences
and two other duties:

answering telephone and taking

messages, and preparation of reports/speeches.

All other

correlations fell in the low range.
TABLE 41
PEARSON PRODUCT MOMENT CORRELATION OF PREPARATION OF
MATERIALS FOR MEETINGS/CONFERENCES WITH OTHER VARIABLES
BY TOTAL GROUP COMPARED WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

Preparation of Materials
for Meetings/
265
Conferences

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL

High

1.00

262

.69

.00

Medium

Preparation of Speeches/
Reports
261

.66

.00

Medium

264

.59

.00

Low

.53

.00

Low

Telephone Messages

Correspondence

MeetingLHandling People 263
High
Correlations were assigned:
Medium
Low

.75 up
.74-.60

.59 down
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Table 42, "Pearson Product Moment Correlation of Filing
with Other Variables," indicated a perfect correlation with
itself, as would be expected.

A medium correlation existed

between filing and preparation of materials for
meetings/conferences.

All other correlations fell in the

low range.
TABLE 42
PEARSON PRODUCT MOMENT CORRELATION OF FILING WITH OTHER
VARIABLES BY TOTAL GROUP COMPARED WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL

264

1.00

Preparation of Materials
for Meetings/
Conferences
264

.60

.00

Medium

Meeting/Handling People

262

.56

.00

Low

Preparation of Speeches/
Reports
260

.52

.00

Low

Telephone Messages

261

.45

.00

Low

Correspondence

263

.37

.00

Low

Filing

Correlations were assigned:

High
Medium
Low

.75 up
.74-.60

.59 down

High
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Table 43, "Pearson Product Moment Correlation of
Handling Mail with Other Variables," indicated a perfect
correlation with itself, as would be expected.

A medium

correlation existed wi th handling mail and filing.

All

other correlations fell in the low range.
TABLE 43
PEARSON PRODUCT MOMENT CORRELATION OF HANDLING MAIL
WITH OTHER VARIABLES BY TOTAL GROUP COMPARED
WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL

Handling Mail

265

1.00

Filing

264

.61

.00

Medium

Meeting/Handling People

263

.47

.00

Low

Preparation of Materials
for Meetings/
Conferences
265

.43

.00

Low

Preparation of Speeches/
Reports
261

.39

.00

Low

Telephone Messages

262

. 37

.00

Low

Correspondence

264

.

.00

Low

Correlations were assigned:

High
Medium
Low

4

. 75 up
.74-.60
.59 down

High
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Table 44, "Pearson Product Moment Correlation of
Mechanical Skills with Other Variables,

11

indicated a

perfect correlation with itself, as would be expected.

All

other correlations fell in the low range.
TABLE 44
PEARSON PRODUCT MOMENT CORRELATION OF MECHANICAL SKILLS
WITH OTHER VARIABLES BY TOTAL GROUP COMPARED
WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL

Mechanical Skills

262

1.00

Filing

261

.54

.00

Low

Meeting/Handling People

260

.54

.00

Low

Handling Mail

262

.53

.00

Low

Preparation of Speeches/
Reports
259

.49

.00

Low

Preparation of Materials
for Meetings/
262
Conferences

.43

.00

Low

.38

.00

Low

.00

Low

Correspondence

261

260
TeleQhone Messages
High
Correlations were assigned:
Medium
Low

.37
.75 up
.74-.60
.59 down

High
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Table 45, "Pearson Product Moment Correlation of Office
Management with Other Variables," indicated a perfect
correlation with itself, as would be expected.

A medium

correlation was noted with office management and mechanical
skills.

All other correlations fell in the low range.
TABLE 45

PEARSON PRODUCT MOMENT CORRELATION OF OFFICE MANAGEMENT
WITH OTHER VARIABLES BY TOTAL GROUP COMPARED
WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL

Office Management

262

1.00

Mechanical Skills

260

.69

.00

Medium

Filing

261

.56

.00

Low

Preparation of Speeches/
Reports
260

.55

.00

Low

Handling Mail

262

.54

.00

Low

Meeting/Handling People

260

.52

.00

Low

Preparation of Materials
for Meetings/
Conferences
262

.50

.00

Low

Telephone Messages

.48

.00

Low

.00

Low

261

Correspondence
261
Correlations were assigned: High
Medium
Low

.47
.75 up
.74-.60
. 59 down

High
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Table 46, "Pearson Product Moment Correlation of
General Assistance with Other Variables," indicated a
perfect correlation with itself, as would be expected.

A

medium correlation existed between general assistance and
three duties:

meeting/handling people, mechanical skills

and handling mail.

All other correlations fell in the low

range.
TABLE 46
PEARSON PRODUCT MOMENT CORRELATION OF GENERAL ASSISTANCE
WITH OTHER VARIABLES BY TOTAL GROUP COMPARED
WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL
High

General Assistance

264

1.00

Meeting/Handling People

260

.63

.00

Medium

Mechanical Skills

262

.62

.00

Medium

Handling Mail

264

.61

.00

Medium

Filing

263

.59

.00

Low

Office Management

261

.57

.00

Low

Preparation of Speeches/
Reports
260

.49

.00

Low

Preparation of Materials
for Meetings/
Conferences
264

.44

.00

Low

Telephone Messages

.42

.00

Low

. 35

. 00

Low

261

Correspondence
263
Correlations were assigned: High
Medium
Low

.75 up
.74-.60
.59 down
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Table 47, "Pearson Product Moment Correlation of
Personal Attributes with Other Variables,

11

indicated a

perfect correlation with itself, as would be expected.

All

other correlations fell in the low range.
TABLE 47
PEARSON PRODUCT MOMENT CORRELATION OF PERSONAL ATTRIBUTES
WITH OTHER VARIABLES BY TOTAL GROUP COMPARED
WITH CONTRIBUTOR

CONTRIBUTOR

NUMBER OF
PARTICIPANTS

SUMMARY DATA*
CORRE- PROBALATION BILITY

ASSIGNED
LEVEL

Personal Attributes

263

1.00

Meeting/Handling People

260

.44

.00

Low

Filing

262

.40

.00

Low

General Assistance

262

.34

.00

Low

Preparation of Materials
for Meetings/
263
Conferences

.30

.00

Low

Telephone Messages

261

.29

.00

Low

Office Management

261

.28

.00

Low

Preparation of Speeches/
260
Reports

.28

.00

Low

Handling Mail

263

.27

.00

Low

Correspondence

262

.21

.00

Low

.18
.75 up
.74-.60
.59 down

.002

Low

260
Mechanical Skills
Correlations were assigned: High
Medium
Low

High

CHAPTER V
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

This chapter presents a summary of the study,
conclusions based on data analysis and recommendations for
future research.
Summary of Procedures
The purpose of this study was to determine principals'
and teachers' perceptions concerning the role of the school
secretary within the elementary school.

The study also

dealt with how secretaries perceive their duties and how
they feel others view their duties.
Sample
Instruments were sent to elementary principals selected
from three central Florida school districts.

In the three

counties, each principal was asked to fill out one copy and
to present a copy to the secretary and two teachers (one
intermediate and one primary - selected fifth
alphabetically within their level) for completion.
Instruments were returned to the principal for forwarding.
A total of 272 instruments were returned which provided
an overall return rate of 76.4%.
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Participation of schools
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was contingent upon receipt of permission forms.

Random

sampling was utilized in the selection process as to the
teachers chosen.
Instrumentation
The instrument utilized for data collection was a
mailed survey instrument comprised of two sections:

(1)

demographic information relevant to the individual, and (2)
a list of secretarial responsibilities and qualities
utilizing a modified Likert scale (see Appendix B).
Procedures
Data were subjected to several statistical techniques.
Analysis of variance was conducted to address hypotheses 1,
2, and 3.

Chi-square analysis was performed to address

hypotheses 4, 5, and 6.

Pearson Product Moment correlation

was conducted to determine strengths of variable
relationships.
The following hypotheses were proposed:
Hypothesis 1--There are no significant differences
(2<.05) between the way principals and teachers view
secretarial duties.
Hypothesis 2--There are no significant differences
(2<.05) between the way principals and secretaries view
secretarial duties.
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Hypothesis 3--There are no significant differences
(2<.05) between the way teachers and secretaries view
secretarial duties.
Hypothesis 4--There are no significant differences
(£<.05) between the way principals, secretaries and
teachers in three different school districts view
secretarial duties.
Hypothesis 5--The sex of the principals, teachers and
secretaries creates no significant differences (2<.05)
between the way each gender views secretarial duties.
Hypothesis 6--The race of principal~, teachers and
secretaries creates no significant differences (~<.05)
between the way each individual views secretarial duties.
Summary
Null hypotheses which were rejected included:
Hypothesis 1--There are no significant differences
(2<.05) between the way principals and teachers view
secretarial duties (Tables 1, 3 and 4).
Hypothesis 2--There are no significant differences
(£<.05) between the way principals and secretaries view
secretarial duties (Table 4).
Hypothesis 3--There are no significant differences
(2<.05) between the way teachers and secretaries view
secretarial duties (Table 1).
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Hypothesis 4--There are no significant differences
(2<.05) between the way principals, secretaries and
teachers in three different school districts view
secretarial duties (Tables 12, 13, 15, 16, 17, 19, 20, 21,
25, 26, 29, 31, 32 , 34 and 35).
Hypothesis 5--The sex of the principals, teachers and
secretaries creates no significant differences (2<.05)
between the way each gender views secretarial duties
(Tables 18, 24, 28 and 33).
Hypothesis 6--The race of principals, teachers and
secretaries creates no significant diff~rences {2<.05)
between the way each individual views secretarial duties
(Tables 22, 23, 27, 30 and 36).
All null hypotheses were rejected.

Rejection of the

null hypotheses indicates there is a significant difference
between the variables involved.

There was also a

significant difference based on sex and race of respondents
concerning perceived duties of the secretary.
Findings of this study emphasize that individuals
within the schools view the role of the secretary from
different perspectives.

Significant differences were found

to exist between the way principals and teachers viewed the
role of the secretary in regard to Performing Written and
Oral Correspondence, Preparing Reports/Speeches and In
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Answering the Telephone and Taking Messages.

It could be

surmised .that these tasks are viewed as more important by
teachers than principals.
Many duties in Tables 1 through 11 indicated no
significant difference between groups.

The only

significant differences occurred in Tables 1, 3, and 4.
Table 1, "Presentation of Written and Oral Correspondence,"
indicated significant differences between principals and
teachers and secretaries and teachers.

In both cases,

teachers perceived this duty as more important than did
principals or secretaries.

Table 3 exhibited a significant

difference between principals and teachers, the latter
group perceiving the duties "Preparing Reports and
Speeches" as more important.

Significant differences "In

Answering the Telephone and Taking Messages," (Table 4)
were demonstrated between principals/teachers and
principals/secretaries.

Teachers and secretaries perceived

this duty to be more important than did principals.
The variables of county, sex and race were analyzed
using chi-square, which yielded many significant
differences based upon job responsibility.
displayed in Tables 12 through 36.

Differences are

The variable county was

a significant contributor in 16 of the 25 significant chisquare analyses.

Counties involved in the analyses were L,
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O and S.

County O's perceptions, gleaned from principals,

teachers and secre t ar i es within the county, were
significantly differe n t than were perceptions from counties
Land S.

This was indicated in Tables 12 through 17, 19

through 21, 25, 26, 29, 31, 32, 34 and 35.

Significance

levels for the first six (county) tables 12 through 17
ranged from .00 ("Preparing Requisition Orders/
Transactions") to .014 ("Duplicating Materials by the
Secretary").

Considering the accepted level (.05), the

lowest achieved level from any county variable is .041
( " Interpreting Administrative Desires"), _ well within the
acceptable limit.

The variable county exhibited the

strongest influence among the three demographic variables
selected for analysis .

Counties Land Shad a smaller

number of respondents than did County 0.

Number of

employees may be a significant factor.
Race produced significant differences in five of the 25
chi-square analyses.
significant:

The following tables were

Table 22 ("Giving Dictation by the

Secretary"), Table 23 ("Enrolling/Withdrawing Students by
the Secretary"), Table 27 ("Answering the Telephone/
Rerouting Messages by the Secretary"), Table 30
("Maintaining Community Relations by the Secretary") and
Table 36 ("Making Transportation Arrangements by the
Secretary").

Each of the above tables revealed Caucasian
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respondents placed more emphasis upon secretarial duties
analyzed by the process.

The majority of respondents were

Caucasian in comparison to Black, Hispanic or Other.
Significance levels ranged from a low of .0027 ("Giving
Dictation by the Secretary") to .0492 ( 11 Making
Transportation Arrangements by the Secretary"), again
within the .05 spread.
"Gender" created a significant difference in four of
the five chi-square analyses (Tables 18, 24, 28 and 33).
Female respondents placed greater emphasis upon those areas
of responsibility ("Conferring with the Supervisor,"
"Taking Dictation," "Composing Letters," "Making Use of the
Intercom," and

11

Answering Routine Correspondence") than did

male respondents who were in the minority.

Significance

levels ranged from .0017 ("Conferring with the Supervisor")
to .0266 ("Answering Routine Correspondence").
Pearson Product Moment correlations were generated
between variables.

Eleven tables produced significant

values ranging from high (.75 up) to low (.59 down).
following tables are inclusive correlations:

The

Table 37

(Correspondence correlated with other variables 1.00),
Table 38 {Meeting/Handling People correlated with other
variables 1.00,

.42),

Table 39 (Preparation of Speeches/

Reports correlated with other variables 1.00, .61,

.58) ,
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Table 40 (Answering the Telephone/Taking Messages
correlated with other variables 1 . 00,

.61,

.57,

.46), Table

41 (Preparation of Materials for Meetings/Conferences
corre lated with other variables 1.00,

.69,

.66,

.59,

.53),

Table 42 (Filing correlated with other variables 1.00, .60,
.56,

.45,

.37), Table 43 (Handling Mail correlated with

other variables 1.00,
44

.61,

.47,

.43,

.39,

.37,

.24), Table

(Mechanical Skills correlated with other variables 1.00,

.54,

.54,

.53,

.49,

.43,

.38,

.37), Table 45 (Office

Management correlated with other variables 1.00,
.55,

.54,

.52,

.50,

.48,

.49,

.44,

.42,

.28,

.28,

.27,

.63,

.62,

.61,

.59,

.35), Table 47 (Personal Attributes

correlated with other variables 1.00,
.29,

.56,

.47}, Table 46 _(General Assistance

correlated with other variables 1.00,
.57,

.69,

.21,

.44,

.40,

.34,

.30,

.18).

Medium correlations (.74-.60) were found in Tables 39,
40,

41,

42, 43,

45 and 46.

or more low correlations.

Each table also contained one
Low correlations ranged from .59

(Tables 41 and 46) down to .118 (Table 47}.

Each variable,

as expected, produced a perfect correlation between the
variable (contributor} and itself.
Recommendations
A number of recommendations are justified by this
study.

They are:

(1) Secretaries should have a written
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description which is adhered to within the framework of a
particular school of district.

(2) Due to the volume and

variety of work performed, specific items should be set
aside for the secretary to receive training for more
effective functioning in her job.

Inservice activities

should be organized and ongoing, similar to those attended
by teachers and principals.

(3) Secretaries should have

time away from phone lines and handling interpersonal
relations to focus on specific tasks requiring concentrated
effort.

This might be achieved by assigning an assistant

or aide to phone coverage in order to free the secretary
for other tasks.

This is especially true in times when

expeditious completion of a task is required.

(4) The role

of the secretary should be made better known to teachers
throughout the school.

(5) Responses seem to point to a

need for a standardized list of responsibilities in each
school district, or on a statewide basis.

Secretaries

transferring between schools or counties could be more
familiar with routine, thus requiring less training and a
more successful entry into the job.
Recommendations for future research in this area
include:
1.

Further research should be conducted on a like
sample outside the state of Florida.
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2.

Further research should be conducted by sampling
the principals and all teachers and secretaries
within the same school.

3.

Further research should be conducted longitudinally
to determine if perceptions changed over time.

4.

Further research should be conducted by sampling a
more heterogeneous group to determine if variances
occur.

5.

Further research should be conducted to determine
if a written standardized secretarial job
description would be more helpf~l.

6.

Further research should be conducted to determine
the degree of uniformity of job descriptors across
counties.

7.

Further research should be conducted with other noninstructional staff members to determine their
perceptions of the role of the secretary.

APPENDIX A
DRAFT COPY OF SURVEY INSTRUMENT
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Appendix A
Secretarial Responsibilities and Qualities
Within this research, I am looking for responsibilities and
qualities a secretary might encounter or exhibit on a dayto-day basis.
The responsibilities might be delegated,
implied, or undertaken due to ambition.
Qualities are
traits possessed and exuded.
Assign a ranking of 1-5 according to your perception as to
its importance in this job; 1 being lowest and 5 being
highest.
Categories of ranking are as follows:
5--Always;
4--Usually; 3--Sometimes; 2--Rarely; 1--Never.
Principals--Assign a number according to actual
responsibilities and qualities needed.
Teachers--Assign a number according to your perception
of actual responsibilities and exuded qualities.
Secretaries--Assign a number accordi~g to actual
responsibilities performed and necessary qualities.
Thank you for your input.

Categories
1.

Answering the phone/rerouting calls.

5

4

3

2

1

2.

Open, sort, distribute mail.

5

4

3

2

1

3.

Taking dictation/composing letters/
replying to correspondence.

5

4

3

2

1

Transcribing dictation/proofreading/
typing.

5

4

3

2

1

5.

Greeting visitors, parents, others.

5

4

3

2

1

6.

Handling mail and courier.

5

4

3

2

1

7.

Maintaining office files.

5

4

3

2

1

8.

Conferring with parents, children,
teachers.

5

4

3

2

1

4.
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9.

Conferring with the supervisor.

5

4

3

2

1

5

4

3

2

1

referring problems.

5

4

3

2

1

Preparing materials for distribution/
filing/reviewing.

5

4

3

2

1

appointments and meetings.

5

4

3

2

1

Handle reference file for telephone
numbers, addresses, regular
correspondence.

5

4

3

2

1

5

4

3

2

1

staff.

5

4

3

2

1

17.

Inventory control.

5

4

3

2

1

18.

Giving assistance/support to staff,
students.

5

4

3-

2

1

Assembling and stapling.

5

4

3

2

1

20. Preparing statistical reports and charts. 5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

supervisor.

5

4

3

2

1

Prepare requisitions, orders, handle
transactions.

5

4

3

2

1

Check attendance records/FTE.

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

10. Duplicating materials.

11. Handling routine matters delegated/
12.

13. Follow up and reminding staff of
14.

15. Keeping records.

16. Delegating responsibility to clerical

19.

21.

Maintain confidential school files.

22. Make appointments and maintain calendar.
23. Discuss the day's activities with
24.

25.

26. Answer routine correspondence without

direction.
27. Distribution of supplies and materials.
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28. Prepare materials for meetings, workshop

and conferences.

5

4

3

2

1

29. Writing checks.

5

4

3

2

1

30. Work on budget, records, deposits, etc.

5

4

3

2

1

31. Keep book and supply inventory.

5

4

3

2

1

32. Compile information for reports, news
releases.

5

4

3

2

1

33. Sub for principal in absence.

5

4

3

2

1

34. Coordinate ticket/extracurricular
functions.

5

4

3

2

1

35. Enroll and withdraw students.

5

4

3

2

1

36. Handle substitute functions when needed.

5

4

3

2

1

37. Giving dictation.

5

4

3

2

1

38. Perform janitorial functions
(housekeeping).

5

4

3

2

1

39. Making coffee and tea.

5

4

3

2

1

40. Serving as social chairman.

5

4

3

2

1

41. Fill out report cards.

5

4

3

2

1

42. Recording data on personal records.

5

4

3

2

1

43. Serving as teacher assistant.

5

4

3

2

1

44. Handling irate parties.

5

4

3

2

1

45. Serving as school nurse.

5

4

3

2

1

46. Maintain a follow up list/file.

5

4

3

2

1

47. Gather information from appropriate
sources for specific purposes.

5

4

3

2

1

48. Serve as a mood barometer for social
climate.

5

4

3

2

1

49. Administer make-up/standardized tests.

5

4

3

2

1
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50. Evaluate others within the system.

5

4

3

2

1

5

4

3

2

1

52. Attend conferences and meetings.

5

4

3

2

1

53. Plan and organize school functions.

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

60. Arrange physical layout of the office.

5

4

3'

2

1

61. Make travel arrangements for superior.

5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

64. Work with computer and special services.

5

4

3

2

1

65. Supervise cafeteria/playground/students.

5

4

3

2

1

66. Discipline students.

5

4

3

2

1

67. Perform notary service.

5

4

3

2

1

68. Supervise lost and found.

5

4

3

2

1

69. Supervise school store.

5

4

3

2

1

70. Maintaining community relations (PR).

5

4

3

2

1

51. Talk with others about problems

-

psychologist.

54.

Advise students regarding teachers· and
classes.

55. Repair machines and equipment within

school.
56. Handle coke,

juice and vending machines.

57. Make recommendations for office equipment

and furniture supplies.
58. Supervise employees.
59. Serve as information center regarding

insurance, workman's comp, claims, etc.

62. Run errands and attend to personal

affairs or business of the supervisor.
63. Signing correspondence in lieu of

supervisor.
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71. Make home visits (social work function).

5

4

3

2

1

72. Aid in executive decision making.

5

4

3

2

1

73. Make transportation arrangements.

5

4

3

2

1

74. Prepare a mailing list.

5

4

3

2

1

75. Maintain personal files (personnel).

5

4

3

2

1

76. Research and prepare legal documents.

5

4

3

2

1

77. Stay current on new methods, equipment,
etc.

5

4

3

2

1

78. Upgrade office and school procedures.

5

4

3

2

1

79. Train new employees.

5

4

3

2

1

80. Operate a calculator and adding machine.

5

4

3

2

1

81. Handle matters relating to school
photographs.

5

4

3

2

1

82. Compose minutes of meetings, conferences,
etc.
5

4

3

2

1

83. Make use of intercom system.

5

4

3

2

1

84. Plan field trips, excursions.

5

4

3

2

1

85. Set policy for retention/disposal of
records.

5

4

3

2

1

86. Assist in personnel selection.

5

4

3

2

1

87. Operate spirit master and ditto machines. 5

4

3

2

1

88. Perform paper cutting and laminating.

5

4

3

2

1

89. Work with flow charts, graphs and master
scheduling.

5

4

3

2

1

90. Organize references, information and files
for supervisor.
5

4

3

2

1

91. Transmit data to central location via
telecommunications.

4

3

2

1

5
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92. Serving on special committees ( PTA/LSAC) . 5

4

3

2

1

5

4

3

2

1

5

4

3

2

1

Assist in editing/publishing newsletter,
bulletin, publications.
5

4

3

2

1

Maintain and allocate funds for petty
cash.

5

4

3

2

1

97.

Handle postal meter duties and stamps.

5

4

3

2

1

98.

Supervise microfilm storage and
processing.

5

4

3

2

1

Fill in for librarian, custodian,
cafeteria.

5

4

3

2

1

100. Prepare job analysis.

5

4

3

2

1

101. Prepare payroll.

5

4

3

2

1

102. Responsibility of office manager.

5

4

3

2

1

5

4

3

2

1

104. Assist in determining supplements.

5

4

3

2

1

105. Approve minor expenditures.

5

4

3

2

1

106. Well groomed and dressed.

5

4

3

2

1

107. Optimistic.

5

4

3

2

1

108. A good leader.

5

4

3

2

1

109. Am.b i tious.

5

4

3

2

1

5

4

3

2

1

111. Readily accepts change.

5

4

3

2

1

112. Ability to think on feet.

5

4

3

2

1

93. Liaison between special groups in

community.
94.
95.

96.

99 .

Transcribe from dictaphone or voice
machine.

103. Legal status to act in lieu of

supervisor.

110.

Good sense of humor.

120
113.

Skilled in problem solving.

5

4

3

2

1

114.

Good communicator.

5

4

3

2

1

115.

Trustworthy, fair, courteous.

5

4

3

2

1

116. Maintains poise and self-control.

5

4

3

2

1

117. Strives to improve professionally.

5

4

3

2

1

Stays busy even in down time.

5

4

3

2

1

118.

APPENDIX B
DEMOGRAPHIC INFORMATION COVER LETTER AND
FINAL COPY OF SURVEY INSTRUMENT
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County
Position
Number of years is position __
Age
Sex
Race

M

F

(Circle One)

Cau

Bl

Hisp _ _ Other

Dear Colleague:
Thank you for your cooperation in providing input for this
research into the role of the elementary school secretary.
I consider your information vital and will keep it strictly
confidential, within the confines of this research. Please
fill out the information needed on this cover sheet and
assign accordingly to the scale a rank for duties/
responsibilities to the best of your knowledge.
It would
be a great help if you could respond as soon as possible.
Please return this form to the principal so all instruments
can be sent at the same time . Thank you for assisting me
in this project.
Sincerely,

Lynn Mosley
Return forms to:
Lynn Mosley
Deerwood Elementary School
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Appendix B
Secre t arial Responsibilities and Qualities
This survey is an attempt to look at responsibilities and
qualities a secretary might encounter or exhibit on a daily
basis.
From the following categories, please rank from 1-5
your perceptions concerning the secretary and her job.
Consider 1 the lowest and 5 the highest. All input will be
kept confidential and strictly used by the researcher.
Thank you for your time in filling this out.
Correspondence
Taking dictation, composing letters, replying 5
to correspondence.

4

3

2

1

Answer routine correspondence without
direction.

5

4

3

2

1

Giving dictation.

5

4

3

2

1

Signing correspondence in lieu of supervisor. 5

4

3

2

1

Public Relations - Meeting/Handling People
Greeting visitors, parents, others.

5

4

3

2

1

Conferring with parents, teachers and
children .

5

4

3

2

1

Handling irate parties.

5

4

3

2

1

Maintaining community relations.

5

4

3

2

1

Liaison between special groups in the
community.

5

4

3

2

1

Elementary school secretary as interpreter
of administrative desires and policies

5

4

3

2

1

Preparing statistical reports and charts.

5

4

3

2

1

Prepare materials for meetings, workshops
and conferences.

5

4

3

2

1

Preparation of Reports/Speeches
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Compile information for reports and news
releases.

5

4

3

2

1

Gather information from appropriate sources
for specific purposes.

5

4

3

2

1

Work with flow charts, graphs and master

5

4

3

2

1

Answering the phone/rerouting messages.

5

4

3

2

1

Make travel arrangements for superior.

5

4

3

2

1

Make transportation arrangements.

5

4

3

2

1

Transmit data to central location via
telecommunication.

5

4

3

2

1

Conferring with the supervisor.

5

4

3

2

1

Follow up and remind staff/supervisor of
appointments and meetings.

5

4

3

2

1

Make appointments and maintain calendar.

5

4

3

2

1

Attend conferences and meetings.

5

4

3

2

1

Compose minutes of conferences,
meetings, etc.

5

4

3

2

1

Maintaining office files.

5

4

3

2

1

Filing materials and documents

5

4

3

2

1

Handle reference file for telephone numbers,
addresses, correspondence.

5

4

3

2

1

Maintain confidential school files.

5

4

3

2

1

Organize references, information and files
for supervisor.

5

4

3

2

1

scheduling.
Telephone and Messages

Meetings/Conferences

Filing
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Handle Mail
Open, sort and distribute mail .

5

4

3

2

1

Handling mail and courier.

5

4

3

2

1

Prepare a mailing list.

5

4

3

2

1

Handle postal meter duties and stamps.

5

4

3

2

1

Mechanical Skills
Duplicating materials.

5

4

3

2

1

Recording data on personal records.

5

4

3

2

1

Operate a calculator and adding machine.

5

4

3

2

1

Operate a spirit master and ditto machine.

5

4

3

2

1

Perform typing and computer skills.

5

4

3

2

1

Keeping records.

5

4

3

2

1

Delegating responsibility for clerical
staff.

5

4

3

2

1

Prepare requisitions, orders and handle
transactions.

5

4

3

2

1

Keep book and supply inventory.

5

4

3

2

1

Serve as information center regarding
insurance, claims, etc.

5

4

3

2

1

Handling routine matters and referring
others.

5

4

3

2

1

Giving assistance to staff and students.

5

4

3

2

1

Supervise lost and found.

5

4

3

2

1

Office Management

General Assistance
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Make use of the intercom system.

5

4

3

2

1

Enroll and withdraws u dents.

5

4

3

2

1

Well groomed.

5

4

3

2

1

Good sense of humor.

5

4

3

2

1

Good communicator.

5

4

3

2

1

Trustworthy, fair and courteous.

5

4

3

2

1

Ability to think on feet.

5

4

3

2

1

Personal Attributes

Any additional comments or suggest i ons:

APPENDIX C
COPY OF ORANGE COUNTY PUBLIC SCHOOLS'
RESEARCH REQUEST FORM
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Submit this for~ •n~ • copy
of your prop-,s ., l t~ : Dcp.utm~,,,_ ot Pl•nning and Co11ern- Or•n~e County Public Schools
,cntal Ke l •cions, 4)4 North
f•mp• Ave., P.O . aox 2 7 1 ,
lt£SEARCH REQUEST FORJ-i
Orlando, Florida 32ao2

Your rese•rch prc,pos.a l
should include: Pr-,jcct
T i c l e ; Pu r po s c E. Kc s <? a r c h
Prc,blel'll ; lnstru~•!nts;

Procedures; ?ropc.se:1
Oat• Analysis

Requeater'• ft•me:
Address

O.ite

- Honie:

Phonl'

Business:

Phone

Project Director or Advi1er

Phone

Address
I

Degree S.:,ugbt
(check one)

Aaaoci•te
Doctor'•

Bachelor'•
Kaster'• _ _ Speciatist _
-- None
--- - -

Project Title

PERSONNEL/CENTERS

M'JKBER

!STIKAT!D l.NV'>LV!:!i!RT
SPECIFY/DESCRIBE CRA!>!S, SCHOOLS
AMOUNT OF TIKE
(DAYS, HOURS, ETC.)
SPECIAL NEEDS, ETC.

_udeata
Teacher ■

Adminiatratora

-

Schoo la/Center•
Other• ( •pee i.fy)

Speclfy poaeible beaefite to
•tudeat•/•chool ayatea
.

ASSURANCE

•

Ueing tb<: propoaed procedure• and inatrument1, I hereby agree to conduct reaearch '-in
accordance vith die policie• of the Orange County Public Schools. Deviation ■ fro~ th~
propoeed procedure• ahall be cleared through the Department of Planning and Covern~~ntal
1pec: if ied.
Relation ■ •
Report• end . . teriah ehall be auppl ied

I

••

Requeater'• Sisnature
ApproY'al Cranted
Siitnature

of

Yea

--

No

--

Date

the Director of Tcttin& and Progr . . !valuation

~

~
- 10 ll!QUESTER: When aceki.na approv•l at the achool level,~ copy of thia form ■ igned by
the Director of Tetting and Progra• tvalu ■ tion ahould be ahovn to the achool principal.

ltcfcrcncc:

School Board Policy 2'470.1
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THE

SCHOOL BOARD
oF

SEMINOLE COUNTY, FLORIDA

ROBER T W . HUG H ES
Su0erin1enden1

121 1 Mellonv ille Ave n ue

Santoro . Fl or ida 32771
Phen e ( 30 5 ) 3 22 · 125 2

J••
wi.uu...,.. J r
Cl'laHma n
Pa 1 Terron
v tca -C lla ff fflaft
La rry 8•11 l nge r

N1 ,, cy

September 20,1987

Wa r r e n

Mr. James L. Mosley
1009 Wolf Trail
Casselberry, Fl orida 32707
Dear Mr. Mosley:
The Research Review Ccmnittee has voted to grant your request to
conduct your prcposed research project in this District.
You now
have the permission of the Research Review Camiittee to condu::t your
research project as outlined in your Request form and to contact the
princ!pals/aaninistrators of the schools/departments that you have
requested. I have contacted them to discuss your request, and they
are expecting to hear fran you.

I have enclosed a copy of the Princ!pal' s Consent for Research form which nust be signed by each princ!pal/department aaninistrator who
is in charge of a school/department that you will be using for your
research. You are not to begin your research until this form is
c~leted and returriea to my office.
Please remember that the princ!pal/department aaninistrator will
have the final word on whether or not you will be allowed to corduct
research in his/her school/department. In addition, please remember
that significant amencinents to your research project rust be
approved by me and the partic!pating princ!pals/aaninistrators.
I am loci<ing forward to getting a copy of your final results and to
placing it in our professional library.
If I can be of further
assistarce, please give me a call.

Very truly yours,

Mso«n~;m~ro,m

P.b.

D~tor
Planning, Research, and Evaluation
WED/dw

cc:

APPENDIX E
FORM LETTER SENT TO COUNTIES LANDS REQUESTING
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Name of I ndividual
Position
School Board Address

Dear Mr./Mrs.
I would like to introduce myself. My name is Lynn Mosley from
Orlando, Fl orida. Current l y I am employed by Orange County
School Board in the role of Assistant Principal at Ivey Lane
Elementa r y School.
My reason for writing is to obtain permission for research
on the role of the elementary school secretary. I am enrolled
in the Ed.D. program through the University of Central Florida
which requires d i ssertation research within an area of interest.
I would like to surv ey four employees from each school on the
e l ementary level. The four include: principal, -secretary and
two teachers (1 primary and 1 intermediate). The participants
would need approximately 15 minutes of time to respond to the
survey instrument. Then the surveys would be sent to the appropriate person.
As you know the secretary is a vital link in the running of a
school. Without her expertise there would be no normal functioning as we know it. It would be appreciated if your county
could participate in this endeavor. The input to be gained from
each county is invaluable. If I can count on your county's help
in this research please contact me at the following address:
1009 Wolf Trail, Casselberry, Fl. 32707, phone# 695-0725, work
# 295-4190.

Sincerely,
Lynn Mosley

APPENDIX F
COPY OF LETTER TO SCHOOLS REQUESTING PERMISSION
TO CONDUCT RESEARCH
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Dear Educator :
Let me introduce myself.
I am Lynn Mosley, Assistant
Principal at Deerwood Elementary School in Orange County,
Florida . Presently, I am working on my Ed.D. in
Administration and Supervision at the University of Central
Florida.
My topic centers around the role of the school
secretary as perceived by school principals, teachers and
other secretaries.
Your response to the enclosed instrument and cover sheet
will be greatly appreciated and kept in strict confidence.
The information collected will be used to provide a better
understanding of how others view the school secretary
within her role.
It is hoped this understanding will
enable all participating individuals to more fully
apprecia t e the person who does so much for the school, but
many times goes unrecognized for her efforts.
Would the principal, head secretary and two teachers (one
primary and one intermediate) please fil~ out the
instrument, then return via the courier if applicable? The
two teachers may be the fifth persons alphabetically on
their level. Your timely reply in helping to complete this
research will be of tremendous assistance.
In closing, let me wish you a successful school year in
providing the best for your students and school. Thank you
for permitting me the opportunity to share your views in
this manner.
Would you sign this letter and return with
the instrument?
I give my permission for this research in which I took part
to be used for purposes of classifying the role of the
secretary.
I understand the information will be kept
confidential and used solely by the researcher for said
purposes.
Principal
Head Secretary
Primary Teacher
Intermediate Teacher

APPENDIX G
COPY OF LETTER REQUESTING ASSISTANCE IN RESEARCH PROJECT
AND PRINCIPAL'S CONSENT FOR RESEARCH FORM
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Letter Requesting Assistance in Research Project
Dear Principal,
My name is Lynn Mosley, Assistant Principal at Deerwood
Elementary schoo l in Orange County.
I am working on an
Ed.D. at the University of Central Florida. My research
involves the role of the elementary school secretary.
The basic contents of the research instrument are items
describing secretarial responsibilities and qualities which
are to be ranked (1-5) on a Likert Scale. The total number
of items is approximately 50.
The principal, head
secretary and two teachers will be asked to complete the
instrument then forward it to me.
The time involved for
each person will be 15 minutes.
Prior to the actual research, I need the enclosed
permission form from each school principal in order to
conduct the research.
I believe the information obtained
will give us more insight into the secretary's role and a
greater appreciation for that individual~s skills.
If you
would be willing to take part in this project, it would be
greatly appreciated.
I wish it were possible to meet each of you in person;
however, my research involves three different counties.
This makes it impossible to visit every site.
If you would grant permission, please sign and date the
form.
Then, forward the information through the courier to
Joe Janson at Lake Orienta in Seminole County. Thank you
for your time in providing your input.
Sincerely,

Lynn Mosley
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FOLLOW-UP LETTER TO ORIGINAL REQUEST FOR RETURN OF
RESEARCH INSTRUMENTS
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Dear Colleague,
Several weeks ago you should have received a principal's consent for research form and explanation for my research to be done
within the school system. I am doing my dissertation research on
the role of the elementary school secretary. Her role is one of
vital importance, which we would all agree upon. Your input and
consent are both essential to this project in order to do a creditable job on my part. As you aware, sample size is important to
obtain accurate validity and reliability for this type research.
There is the possibility that some of the forms have been misplaced or lost. I am sending another form to replace it in case
this happened. If you are not interested then please indicate and
return the form to me. The timeliness of your reply is essential
to tallying results.
Please consider responding due to the respect for the position which we hold for the secretary. Too often her talents are
taken for granted. My hope is to focus upon her responsibilities
and align them accordingly to strengthen the role.

Thank you,
Lynn Mosley
Assistant Principal
Deerwood Elementary
Please return consent forms to:
Joe Janson - Lake Orienta Elementary

APPENDIX I
FOLLOW-UP PHONE CALL MESSAGE FOR RETURN OF
RESEARCH INSTRUMENTS
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Follow-up Phone Call in Regards to Non-receipt
of Secretarial Survey
This is Lynn Mosley from Deerwood Elementary. The
secretarial survey instrument that I mailed to you before
November has not been returned yet.
In order to ensure a
greater reliability and validity, I need to generate as
many responses as possible. Would you please see that the
four copies sent to your school are filled out and returned
by next week? This will give credibility to the study and
increase Orange County's return rate higher than
surrounding counties.
Please join in this endeavor for the
benefit of the secretary.
If you choose not to respond,
please let me know so I can tally accordingly.
Thank you,
Lynn Mosley
School Numbers Called
2, 3, 7, 8, 9, 13, 14, 19, 25, 30, 36, 37, 42, 43, 46, 57,
49, 50, 52, 55, 57, 60, 61, 65, 67, 68, 71.

Of the school numbers called above, four had returned three
of the survey instruments from their respondents. The
other above numbers did not return any survey instruments.
The message below was addressed to those four schools who
failed to return one copy.
This is Lynn Mosley at Deerwood Elementary.
I am calling
to follow up on the secretarial survey instrument which was
sent to your school. My records indicate that the copy for
the _________ was missing. Would you mind checking
to see if it was forgotten? Please have it forwarded to me
as soon as poss i ble.
Thank you
Lynn Mosley
School Numbers Called
30, 37, 43, 46

APPENDIX J
TABLE 48 - SUMMARY OF SURVEY INSTRUMENT COLLECTION
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Summary of Survey Instrument Collection
County
0

s

L

280

88

64

144

36

24

First Follow-up

36

12

8

Second Follow-up
(Phone Call)

12

0

0

Those choosing not
to participate

36

24

24

No responses

52

16

8

280

88

64

78.691

73.3%

80.01

Survey Instruments
Mailed Out

Returns:
Original Mailing

Totals
Actual I of returns
from those who participated by choice
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